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The information given in this Faculty Handbook of Saint Mary's College of 
California is accurate as of August 1990. Any item of information which has been 
revised since that date is so indicated by the entry of month and date of the 
revision (e.g., 8/94) where that item appears in the Table of Contents. 
The term "undergraduate", as used in the Faculty Handbook, refers to the 
undergraduate programs, their faculty and students, in the Schools of Liberal 
Arts, Science, and Economics and Business Administration, unless defined so as 
to include others. 
In Part II, titled Faculty, the term "faculty" refers to undergraduate faculty 
as defined above, and to all faculty on the Rank and Tenure roster. 
In compliance with Title VI of the Civil Rights Act of 1964, Title IX of the 
Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, and 
the Americans with Disabilities Act of 1992, Saint Mary's College of California 
does not discriminate on the basis of race, color, religion, national origin, 
sex, age or disability in employment or in any of its educational programs or in 
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1. HISTORY. GOALS, GENERAL ORGANIZATION AND GOVERNANCE OF SAINT MARY'S 
COLLEGE 
1.1. HISTORY OF SAINT MARY'S COLLEGE 
History of the College. In its second century of Christian education, Saint 
Mary's College is one of the oldest colleges in the West. Dedicated in San 
Francisco by Archbishop Joseph S. Alemany, O.P., in 1863, the Brothers of the 
Christian Schools assumed its operation in 1868 and have since then determined 
its character and growth. Under the laws of the State of California, the 
College was incorporated in 1872 and given a charter empowering it to confer 
degrees and to exercise all other privileges of a university. The campus was 
relocated in Oakland in 1889 and in Moraga in 1928 . In 1941, the College 
instituted a liberal arts program whose core was the World Classics Seminar. 
In 1969, a 4-1-4 calendar and curriculum was adopted for the undergraduate 
program and in 1970 the College became co-educational . 
The Brothers of the Christian Schools, founded by Saint John Baptist de La 
Salle in France in 1680, are lay religious who live in community and devote 
their lives to the Christian education of youth. Forming the largest teaching 
congregation in the Church, with some 7,800 members teaching 830,000 students 
in 70 countries, the Brothers bring to their teaching a three-hundred year 
tradition of religious dedication, educational philosophy, scholarly 
preparation, and an eagerness to share with youth the excitement of learning . 
The faculty of the College is composed of lay instructors, priests, Sisters, 
and Brothers. Members of the faculty are selected and promoted primarily for ;--
their dedication to and skill at teaching. The College aims at oeing a ~ 
commun i ty of -Scholars , and while original research and publication are valued 
as contributions to intellectual vitality and self-renewal of faculty, they do 
not take precedence over active membership in the intellectual community of J 
the College wherein dedication and commitment to good teaching is a hallmark. ~ 
Saint Mary's does not accept a "publish or perish" model and its faculty is 
not pressured to a neglect of their teaching commitment in order to achieve 
professional advancement through publication . In general, the size of the 
College and the interests and dedication of its faculty make for an 
extraordinarily close, informal, and personal relationship with students . The 
evaluation of the faculty is made in terms of excellence in teaching, personal 
orientation to students, scholarly interests and pursuits , and commitment to /'//? 
the aims and ideals of the College . .>t.. 1 v, re ~ 
The students of the College are a reflection of the history of the College, 
for Saint Mary's seeks to provide higher education opportunities for various 
social classes , but particularly for those whose educational needs are, for 
various reasons, not satisfied elsewhere, and to which a proper and adequate 
response can be made . Reflecting the long Lasallian tradition of Christian 
education oriented to the needs of students, the College, at various times in 
its history , has included a Law School, a School of Commerce, an engineering 
department, as well as programs focusing specifically on the humanities . 
During the long history of the College, the expansion of both student 
population and academic programs has reflected the educational needs of 
1.1. HISTORY (continued) 
students, for which the College exists . Although, since 1970, the College has 
steadily extended its service to a broader and more diverse community of 
learners in terms of age, experience , interests and educational needs, it 
seeks to keep a firm eye on its central academic aim: the development of the 




1. 2. GOALS: THE EDUCATIONAL GOALS OF SAINT MARY'S COLLEGE 
The goal of Saint Mary's College is to be an outstanding Catholic institution 
of higher education dedicated to developing the student's capacities foE 
respJID_siblLindepende~t t hought,' ::!pir~tWil: grow~n. iC~"!.!.e c it izensh ip and a 
pr~ductive lif e. In seeking to meet its goals, the College draws s~re-~ '°'­
from three great traditions - - Catholic, Liberal Arts, and Lasallian. 
The College seeks to maintain its Roman Catholic character, striving to create 
an environment where Christian concerns occupy a central place in learning and 
~! community life, and where guestions of faith and practice inform all aspects 
of the educational proces-; , The College welcomes members of all religious 
traditions to share in its special Catholic heritage and to contribute from 
their own, believing that an atmosphere of open discussion is essential for a 
liberal education and for students to make their religious heritage genuinely 
their own. 
The College seeks to animate all of its educational programs with the spirit 
of the liberal arts. The liberation of mind, which is the essence of the 
liberal arts tradition, requires that students in all disciplines develop the 
habits of looking twice, of asking why, of seek ing not only facts but ~ 
undamenta l princip.ie.s. . The College thus seeks to deve l op a curr1CU1.um 
sufficiently diverse and contemporary to meet the needs of all of its 
students, but unified in the respect it pays to the intellectual achievements 
of the past and in the demands it makes on the powers of analysis and 
expression. To help the student become mature and proficient in the ways of 
knowing is the ultimate goal of this liberal e ducation . 
The College seeks to meet the educational challenges posed by the legacy of 
Saint John Baptist De La Salle, the founder of the Christian Brothers, and is 
thus primarily a teaching institution. While the pursuit of scholarship is 
valued for expanding the frontiers of knowledge, it is especially valued when 
it informs the lives of students with the joys of that pursuit and the 
benefits of that knowledge. The Lasallian legacy also urges the College 
continuously to renew its perspectives and resources to serve new generations 
of students, and to foster an educational and social milieu in which the good 
of students is primary and concern for them is personal. In sustaining its 
Lasallian heritage, the College affirms both the Word and the World, expanding 
its sense of community and obligations of citizenship. 
The College takes pride in its rich institutional diversity as it strives to 
be faithful to the best in its past, yet alert to the possibilities of the 
future . While recognizing the tensions that can exist among the competing 
demands of its educational traditions the College embraces the creative 
challenge to all members of the community to affirm and enact its common 





1. 2 .1. Accreditation 
Saint Mary's College is nationally recognized as a standard four-year college 
and is accredited by the Vestern Association of Schools and Colleges, by the 
California Commission on Teacher Credentialing and by the American Montessori 
Society. The Intercollegiate Nursing Program is accredited by the California 
State Board of Registered Nursing and the National League for Nursing . 
1. 3. THE CORPORATE STRUCTURE OF SAINT MARY'S COLLEGE 
The current Articles of Incorporation of Saint Mary's College (1938) 
established the College "for the instruction and Christian education of young 
men", a purpose since enlarged to include women. The structure of the College 
is determined by the Bylaws of Saint Mary's College of California, most 
recently revised in 1989. The following section, including the parts entitled 
The Corporation, The Trustees, and The Regents, is summarized from the Bylaws, 
a full copy of which is available in the office of the President. 
1.3.1. The Corporation 
Saint Mary's College of California is legally owned by a corporation of 
fifteen members of the Brothers of the Christian Schools. Members by right 
are the Brother Visitor [i.e., the Provincial of the San Francisco District of 
the Christian Brothers], and the President of the College. The other members 
of the Corporation are appointed by the Brother Visitor to three-year terms, 
and at least two-thirds must be on the faculty or administration of the 
College. The members of the Corporation have the sole and exclusive power and 
authority to: 
(a) consent to amendment of articles of incorporation 
(b) repeal the bylaws of the corporation and adopt new bylaws 
(c) consent to any amendments to the bylaws which adversely affect the 
rights of members 
(d) consent to dissolution of the corporation 
(e) consent to merger of the corporation or sale of all or 
substantially all of its assets. 
A regular meeting of the Corporation is held once every three years. Special 
meetings may be called by the Board of Trustees, by the Chairperson of the 
Board, by the President, by the Brother Visitor, or by any one member. 
1. 3 .2. The Board of Trustees 
The governance of the College is ultimately entrusted to the Board of 
Trustees, composed of fifteen members, not less than six nor more than eight 
of whom must be Christian Brothers. Members by right are the Brother Visitor 
and the President of the College. The other members of the Board are elected 
by the Board to three-year terms. No Trustee may hold more than three 
successive terms except Trustees by right of office. In addition to the 
fifteen members of the Board, there are three participants to the Board, the 
President of the National Alumni Association, the appointed faculty 
representative of the College, and the President of the Associated Students of 
Saint Mary's College. The participants share in the deliberations of the 








1.3. THE CORPORATE STRUCTURE 
1.3.2. The Board of Trustees (continued) 
The Board must hold one meeting per year, in May or June, but may meet as 
often as needed. A meeting may be called by the Chairperson or President, and 
must be called at the written request of five Trustees. In recent years the 
Board has met five or six times annually . 
1. 3. 3. The Board of Regents 
The Board of Regents role is advisory to the Board of Trustees and the 
Officers of the College. The Board of Regents is composed of not more than 
fifty-five nor less than twenty-five members. The regular members are 
nominated by the Regents' Nominating Committee and elected by the Board of 
Regents to five-year terms. In addition to the regular members of the Board, 
there are ex-officio members who are the President, the Vice Presidents, the 
President of the National Alumni Association of Saint Mary's College, and the 
President of the Graduate Business Alumni Association of the College. 
The Board of Regents meets four times annually. Special meetings may be 
called as circumstances require, as outlined by the Bylaws. 
1. 3 .4. The Officers of the College 
The Bylaws of Saint Mary's College of California (1989) specify several 
Officers of the College, and grant broad executive and administrative 
authority to the President of the College as follows: 
"President of the College 
The President shall be the chief executive officer and general manager of 
Saint Mary's College. 
The President may sign and execute, in the name of the Corporation, any 
instrument authorized by the Board of Trustees, except when the signing and 
execution thereof shall have been expressly delegated by the Board of Trustees 
or by these Bylaws to some other officer or agent of the Corporation. The 
President shall have all of the general powers and duties usually vested in 
the president of a corporation, and shall have such other powers and duties as 
may be conferred upon him from time to time by the Board of Trustees or these 
Bylaws. 
The President shall be responsible for the college in all its departments . To 
assist him in management, he shall have the right to employ one or more Vice 
Presidents, provided the office is approved by the Board of Trustees. The 
President shall have the discretion to prescribe the duties of the Vice 
1 . 3 THE CORPORATE STRUCTURE 
1 . 3 . 4 . The Officers of the College (continued) 
Presidents and other officers and employees of the College in a manner not 
inconsistent with the provisions of these Bvlaws and the directions of the 
Board of Trustees . 
The President shall report to the Board of Trustees at each regular meeting on 
problems and progress of the College and shall make an annual report to the 
Board on the operation and condition of the College. 
Vice Presidents 
The Vice Presidents, whose offices must be approved by the Board of Trustees 
and who serve at the pleasure of the President, shall have such powers and 
perform such duties as may be prescribed for them from time to time by the 
President or pursuant to these Bylaws . 
Secretary 
The Secretary shall be a member of the Board of Trustees and shall serve for a 
two-year term . 
The Secretary shall ... exercise such powers and perform such duties as are 
usually vested in the office of secretary of a corporation, and exercise such 
other powers and perform such other duties as may be prescribed from time to 
time by the Board of Trustees or by these Bylaws . 
Chief Financial Officer 
The Chief Financial Officer shall . . . exercise such powers and perform such 
duties as are usually vested in the office of chief financial officer of a 
corporation, and exercise such other powers and perform such other duties as 





THE ADMINISTRATIVE ORGANIZATION 
A primary purpose of the administrative organization of the College is to 
guarantee that the planning, execution and evaluation of all of the activities 
of the College take place in an orderly, efficient and beneficial manner . The 
administrative organization is revised from time to time to further these 
ends. 
1.4 . 1. Tbe President 
The President is appointed by the Provincial of the West Coast Province of the 
Brothers of the Christian Schools for a four-year term, renewable, and is 
responsible to the Provincial and the Board of Trustees . He is the chief 
executive and administrative officer of the College, and is vested with full 
and final authority in all matters pertaining to its government , educational 
programs, auxiliary services, and financial operations, within the limitations 
imposed by the approved policies of the Trustees , and the Charter and Bylaws 
of the College. He appoints the principal administrative officers of the 
College, and approves the appointment and retention of other administrative 
officers . He authorizes all faculty appointments, issues all contracts, and 
confers all promotions and tenure, acting normally on the recommendation of 
the Academic Vice President , who is advised by the appropriate academic 
officers and the College Rank and Tenure Committee . He also approves all 
personnel policies affecting non-academic personnel of the College . He is an 
ex-officio member of all College committees. 
The administrative staff of the President consists of the Vice Presidents 
(Academic Affairs, Administration and Chief Financial Officer, Student 
Affairs, Advancement, College Relations), and the Assistant to the President. 
1 . 4.1 . l . Vice President for College Relations 
The Vice President for College Relations is appointed by the President and 
serves as his assistant as representative of the College to benefactors , 
alumni, friends of the College and student groups . He coordinates his 
professional activities with the Vice President for Advancement, serving as 
requested and as convenience allows . He is a member of the Administrative 
Council and as such attends all Administrative Council, and Boards of Trustees 
and Regents meetings. 
1.4 . 1 . 2. Assistant to the President 
The Assistant to the President is appointed by the President to serve in 
various assignments as the representative of the President, such as acting as 
the liaison with the Campus Ministry and developing colloquia on the mission 
of the College . He is a member of the Administrative Council. 
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1.4.1.3. Chaplain and Director of Campus Ministry 
The Chaplain is responsible for all College-related religious, liturgical and 
sacramental activities. As Director of Campus Ministry, he supervises the 
Campus Ministry staff, which assists him in his duties as Chaplain. As 
Director he is also responsible for scheduling and policy regarding the use of 
the Chapel, for the supervision of the Campus Ministry budget, and for the 
organization of various educational and spiritual activities sponsored by the 
Campus Ministry. The Director and his staff serve the students, faculty, 
staff and alumni of the College and seek to cooperate with the Department of 
Religious Studies and the Christian Brothers' communities when appropriate. 
1.4.2. Vice President for Academic Affairs (Academic Vice President) 
The Academic Vice President is appointed by the President for a term mutually 
agreed upon and is responsible to the President. As the administrative 
officer responsible for all academic affairs of the College (policies, 
personnel, programs, budgets), the Vice President is vested with authority 
commensurate with such responsibility. The Vice President recommends to the 
President the appointment, promotion, retention of the administrative staff, 
and all full-time faculty. The Academic Vice President is a member of the 
Administrative Council, chairperson of the Council of Deans and the College 
Rank and Tenure Committee, and an ex-officio member of all committees in the 
area of academic affairs . 
The administrative staff of the Academic Vice President to whom responsibility 
and commensurate authority are delegated are: Deans of the Schools, Dean of 
the Intercollegiate Nursing Program, Dean of Enrollment. Registrar, Dean of 
Advising Services/Special Programs, Dean for Academic Services, Director of 
the Library, Director of Hearst Art Gallery. 
1.4.2.1. Deans. Academic Affairs 
1.4.2.1 . 1. Dean of the School 
The Dean of the School is its chief academic officer and is vested with the 
commensurate authority and responsibility for all aspects of the academic 
enterprise of the School (policy, planning, personnel, programs, budgets). The 
Dean recommends to the Academic Vice President the appointment, promotion and 
retention of his/her administrative staff and of full-time faculty; appoints 
all part-time faculty; consults with the Academic Vice President on all 
matters relating to substantive revision of the academic policies and programs 
of the School and the appointment of chairpersons; collaborates with other 
Deans in matters of mutual concern and especially with those involving 
overlapping policies, programs and faculty. 
1.4.2.1.2. Dean. Intercollegiate Nursing Program 
Jointly appointed by Saint Mary's College and Samuel Merritt College, the Dean 






1.4 . ADMINISTRATIVE ORGANIZATION 
1.4 . 2.1.2 . Dean. Intercollegiate Nursing Program {continued) 
vested with the commensurate authority and responsibility for the curriculum 
and for all aspects of academic policy and its implementation. The Dean 
recommends to the Academic Vice President the appointment, promotion and 
retention of jointly appointed administrative staff and faculty; consults with 
the Academic Vice President in all matters relating to substantive revision of 
the academic policies and of the program; collaborates with the other Deans in 
matters of mutual concern and especially with those involving overlapping 
policies, programs and faculty. 
1.4.2.1.3. Dean of Enrollment 
The Dean of Enrollment is responsible for coordinating all institutional 
processes which affect the recruitment, enrollment, and retention of 
traditional undergraduate students. The Dean chairs the Enrollment 
Roundtable, directly involving the Offices of Admissions, Financial Aid, and 
Housing in the enrollment process at all levels, and supervises the Director 
of Admissions in addressing the goal of shaping the size and characteristics 
of student enrollment in a manner which most clearly follows the mission of 
the College. 
1.4.2.1.4. Dean of Advising Services/Special Programs 
The Dean of Advising Services/Special Programs is responsible, in 
collaboration with the appropriate Deans of the Schools, for development, 
implementation, and evaluation of the program of academic advising and related 
services for undergraduate students; for supervision and coordination of the 
International Students program, the Minority Students program, the Academic 
Support and Achievement programs, and the High Potential program, and is in 
charge of the pre-law advising program. He is assisted by the Assistant Dean 
for Special Programs and by the coordinators and directors of the above-named 
programs. The Dean collaborates with the Vice President for Student Affairs 
relating to the orientation program for new students, and directs the Parent 
Orientation program. 
1.4.2.1 . 5 . Dean for Academic Services 
The Dean for Academic Services is responsible, in collaboration with the Deans 
of the Schools and the Registrar, for such services as coordination of 
undergraduate class scheduling, review of projected undergraduate departmental 
offerings, and implementation of academic probation and disqualification 
policies. The Dean handles the student evaluations of faculty and courses and 
student grievances on academic issues. As chair of the Committee for Faculty 
and Curriculum Development, the Dean is assisted by the Director for Faculty 
Development and Scholarship. The Dean prepares for publication the College 
Catalog, the Faculty Handbook, the academic committee list, and responds to 
college-wide requests for academic information or assistance. 
1.4 . ADMINISTRATIVE ORGANIZATION 
1.4.2.1.6. Associate Dean of the School of Extended Education 
The Associate Dean of the School of Extended Education is the educational 
coordinator for Extended Education academic programs. Assisted by the faculty 
and academic chairmen, the Associate Dean is responsible for the development, 
quality, and revision of the curriculum, coordinates the processes of 
recruitment, selection, assignment and evaluation of the faculty and 
recommends the appointment, assignment and retention of the faculty to the 
Dean . With the assistance of the Assistant Dean, Student Services, and 
others, the Associate Dean is responsible for the academic welfare of the 
students and maintenance of academic standards. The Associate Dean prepares 
the preliminary budget as well as various reports for the Dean of the School. 
1.4.2.1.7. Assistant Dean. Administration. School of Extended Education 
The Assistant Dean. Administration. School of Extended Education is charged 
with responsibilities related to non-academic personnel administration, the 
formulation and oversight of the budget, automation and computer systems, and 
facilities and equipment for all Extended Education programs. 
1.4 . 2.1 . 8 . Assistant Dean, Student Services. School of Extended Education 
The Assistant Dean. Student Services, School of Extended Education is 
responsible for the registrarial functions of all Extended Education programs, 
and admissions, graduation, and student affairs in the degree programs and 
extension offerings: monitoring of student progress and initiation of academic 
sanctions, and the development of initiatives to serve student needs. 
1.4.2.1 . 9. Assistant Dean for Special Programs (Advising Services) 
The Assistant Dean for Special Programs is charged with a major responsibility 
for the development, implementation, and evaluation of programs and services 
supporting the academic, personal, and social development of undergraduate 
students from ethnic minority groups . The Assistant Dean serves as a primary 
resource for multicultural programming and is also available to consult with 
faculty and staff as they consider actions and interventions responding to the 
needs of a diverse student community. The Assistant Dean, who reports to the 
Dean of Advising Services/Special Programs, directs the Office of Hispanic 
Student Programs and supervises the Director of the High Potential Program. 
1.4.2.1.10. Assistant Dean. School of Education 
The Assistant Dean of the School of Education coordinates accreditation and 
program approval activities, makes recommendations regarding admissions 
criteria and program standards, and oversees development and revisions of the 
School bulletin, student handbook, adjunct faculty handbook, and 
policy/procedures manual. The Assistant Dean implements policies related to 
student affairs, probation and disqualification, student evaluations of 













1 . 4. ADMINISTRATIVE ORGANIZATION 
1.4 . 2.1.10 . Assistant Dean . School of Education (continued) 
Dean supervises the Credential Analyst and various coordinators, co - chairs the 
School of Education Curriculum Committee, participates in budget planning, and 
prepares reports for the Dean of the School. 
1.4.2 . 2. Chairpersons of Undergraduate Departments 
The chairpersons of departments which are composed of undergraduate faculty 
are appointed by the Dean of the School for a three-year term, normally after 
consultation with at least the senior members (i.e . , full professors and 
tenured members) of the department and the Academic Vice President . 
Department chairpersons may be reappointed by the Dean after confidential 
evaluations have been solicited from all members of the department and 
consultation has taken place with all senior department members and others 
whose opinions the Dean deems may be helpful. The terms of the department 
chairpersons should be staggered so that approximately one-third are 
considered for reappointment each year. 
1 . 4 . 2.2 . 1 . Duties of a Department Chairperson 
1. Departmental Organization 
a) Organize instruction (course assignment, course scheduling) and 
develop instruction (new courses , teaching effectiveness) within 
the department for the academic year ; 
b) Assure that the College's policy on final examination scheduling 
is followed by faculty; 
c) Hold monthly departmental meetings , the minutes of which are sent 




Discuss with candidates the criteria for tenure and promotion; 
under teaching effectiveness include the candidate's policies and 
standards on grading, homework, and examination/papers ; 
Prepare description and evaluation of departmental curricula for 
the Undergraduate Curriculum Committee ; 
Consult in a spirit of cooperation with departmental members on 
matters of their own practice and of general departmental 
interest. (llhen a department member is being reviewed by the 
College Rank and Tenure Committee the chairperson need consult 
only with senior members . ) 
g) Submit department budget proposals and exercise control over 
expenditures in the approved budget; 
h) Recruit new faculty members; maintain records and complete such 
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1.4.2 . 2.1. Duties of a Department Chairperson (continued) 
reports on applicants as are required by the College Personnel 
Office . 
i) Review the performance of part-time faculty, based on criteria to 
be established by the Dean of the School, which may include 
classroom visitations and the general student questionnaire. 
2. Rank and Tenure Review 
It is the responsibility of the chairperson to: 
a) Familiarize himself/herself with and follow the procedures of the 
College Rank and Tenure Committee as these pertain to the 
chairperson; 
b) Maintain current file for each member of the department with 
relevant material of candidates for rank and tenure review; keep 
informed on candidates subject to interim review, those eligible 
for tenure, and those eligible for promotion; collect appropriate 
materials to be presented to senior members of the department to 
assist them in their evaluation of the candidates; 
c) Be responsible for the timely placement of the departmental forms 
in the candidate's rank and tenure file and of the formal letter 
from the chairperson for candidates subject to interim review , and 
of any appropriate letters of recommendations on candidates (see 
Faculty Procedures: Promotion and Tenure, 2.6.2.1.2 . ); 
d) Make departmental rank and tenure recommendations on candidates in 
consultation with senior members; report objectively any 
recommendations of senior members which are different from those 
of the chairperson, submitting those directly to the Rank and 
Tenure Committee; 
e) Make an effort to get student evaluations of the candidates, 
especially the opinions of departmental majors; 
f) Submit appropriate written class visitation evaluations from the 
candidate's departmental file to the candidate's rank and tenure 
file. 
3. Teaching Effectiveness 
a) Class visitation of departmental members: 
Faculty moving toward tenure: A minimum of two classroom 
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Faculty being considered for promotion must be visited by 
the chairperson; 
Written evaluation of class visitation . The visitor is required 
to submit a written evaluation of the visit to the faculty member 
and then to consult about the evaluation with him/her. A copy of 
the evaluation is to be placed in the departmental file; 
Student evaluation questionnaire . Discuss with and make 
recommendations to departmental faculty concerning student 
evaluation questionnaires which provide a perspective of teaching 
effectiveness which complements peer evaluation; 
Hear and ascertain the validity of complaints that may be received 
from members of the department or from students who are taking 







To recommend to the Dean, as appropriate, the reappointment or 
non-appointment of departmental faculty ; 
To call departmental meetings and to establish departmental 
committees ; 
To assign courses and schedule courses of instructors in the 
spirit of cooperation with them; 
To initiate procedures deemed necessary for the good of the 
department (e . g . for the dismissal of an instructor); 
To visit classes and to delegate tenured members of the department 
to do so; class visitations (day and time) are with the 
instructor's permission; 
f) To exercise the power of veto over departmental decisions ; 
g) Limitations on the chairperson's authority: major changes (e . g . 
personnel policies, major requirements, composition of the major, 
interdisciplinary requirements) may be undertaken only with the 
approval of the Dean and others if necessary . 
1.4 . ADMINISTRATIVE ORGANIZATION 
1.4 . 2 . 3 . Department Chairpersons. School of Extended Education 
The Chairpersons of the Departments of Management. Health Services 
Administration. Portfolio Instruction. Portfolio Evaluation, and Critical 
Perspectives in the School of Extended Education coordinate instructional and 
curricular aspects of Extended Education bachelor's degree and master's degree 
programs. They are responsible for initiation of recommendations for faculty 
appointment, assignment and retention , for faculty training and orientation , 
academic review of student materials, development and revision of curriculum 
and learning resources , administrative tasks related to curriculum and 
instruction, and the participation in the formulation of academic policy. 
1.4.2 . 4. Director. Academic Affairs 
If a director has the basic responsibilities of a department chairperson, the 
description of responsibilities and authority given under 1.4 . 2 . 2 . 1. applies 
to the director . If the director does not have such basic responsibilities, 
then reference must be made to a job description. 
1 . 4.2 . 4 . 1 . Director of the Collegiate Seminar Program 
The Director of the Collegiate Seminar Program, appointed by the Dean of the 
School of Liberal Arts in consultation with the Academic Vice President , is 
responsible, in collaboration with the Governing Board of the Collegiate 
Seminar of which the Director is chairperson , for the organization and 
development of the program and the appointment, evaluation and development of 
faculty in the program (this entails the basic responsibilities of a 
chairperson as specified in the Faculty Handbook (see 1.4 . 2 . 2 . 1 . ). In 
collaboration with the Deans of the Schools (from which the faculty is drawn), 
the Director is responsible for providing for the staffing needs of the 
program . 
1 . 4 . 2 . 4.2. Director of the January Term 
The Director of the January Term, appointed by the Dean of the School of 
Liberal Arts in consultation with the Academic Vice President, is responsible, 
in collaboration with the January Term Committee of which the Director is 
chairperson, for the organization, development and evaluation of the January 
term program, for the provision and appropriate staffing of needed courses in 
the context of the January term, for approving courses proposed by faculty for 
the January term in consultation with the January Term Committee, for the 
evaluation of faculty teaching in the January term program and for exercise of 
appropriate jurisdiction over all faculty teaching in the program. 
1 . 4.2.4 . 3. Director of Graduate Business Programs 
The Director of Graduate Business Programs is responsible, in consultation 
with the Dean of the School of Economics and Business Administration and with 
the faculty of the Graduate Business Programs, for the overall quality of the 
Graduate Business Programs . As the department chair for the Graduate Business 
faculty, the Director is responsible for the recruitment of full and part - time 
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1.4.2.4 . 3. Director of Graduate Business Programs (continued) 
faculty, for curriculum assessment and development, and for academic policy in 
the Graduate Business Programs. The Director is also responsible, with the 
assistance of the Director of Admissions of Graduate Business Programs, for 
the number and quality of students admitted to those programs. In general, 
the Director is responsible for the financial performance of the Graduate 
Business Programs, and is charged with the development of the annual budget 
and with overseeing all expenditures. 
1.4.2 . 4.4. Director of the Paralegal Program. School of Extended Education 
The Director of the Paralegal Program. School of Extended Education 
coordinates instructional and curricular aspects of the Extended Education 
Paralegal certificate program. The Director is responsible for initiation of 
recommendations for faculty appointment, assignment and retention, and for 
faculty training and orientation, academic review of student materials, 
development and revision of curriculum and learning resources, administrative 
tasks related to curriculum and instruction, and the participation in the 
formulation of academic policy . 
1.4.2.4.5. Director of Admissions 
The Director of Admissions is responsible for the recruitment, admission 
evaluation and initial academic advising of all incoming traditional 
undergraduate students. Responsibilities include demographic research, 
development of publications and video, school and college visits, interviewing 
of applicants, and supervision of alumni , faculty and student recruitment 
programs, consideration of applicants' credentials and determination and 
notification of admission status. The Director supervises the Admissions 
Office staff of counselors and support personnel . 
1.4.2.4 . 6 . Director of Marketing and Program Counseling . Extended Education 
The Director of Marketing and Program Counseling is responsible for 
promotional activities for the School of Extended Education and the admission 
and enrollment of prospective students, selects and directs the work of the 
program counselors and support personnel, and prepares the preliminary budget. 
1.4.2.4.7. Director for Faculty Development and Scholarship 
The Director for Faculty Development and Scholarship, appointed by the 
Academic Vice President, is responsible for the direct support of all 
undergraduate and graduate faculty in the teaching process and in their 
scholarly activities, and chairs the Committee on Teaching and Scholarship. 
The Director prepares for publication the faculty newsletter (Faculty News), 
and coordinates the College's Visiting Fellows programs . The Director assists 
the Dean for Academic Services in determination of faculty/curriculum 
development awards. The Director has supplementary responsibility to support 
the achievement of academic excellence in students. 
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1.4.2 . 4 . 8. Director of the Library 
The Director of the Library is responsible for the planning , programming, 
development, budget, and evaluation of information and learning resources of 
the College Library and Media Services. The College Library includes 
traditional print collections as well as electronic information, multimedia, 
and non-print resources. Albert (the online public access catalog), CD-ROMS , 
the Internet, and Gopher comprise the variety of electronic resources provided 
to the campus community. The John Henry Newman Collection, Library for 
Lasallian Studies, and Saint Mary's College Archives make up the special 
collections of Saint Albert's Hall . Assisted by a professional and support 
library and media staff, the Director is responsible for necessary services 
and appropriate access to collections, and oversight of the physical 
facilities. 
1.4.2 . 4 . 9. Director of the Art Gallery 
The Director of the Art Gallery oversees the programs of the Hearst Art 
Gallery, including exhibitions and the preservation and development of the 
College art collection . The Director is responsible for developing policies, 
procedures, long-range plans and budgets, including funding from non-College 
sources, in consultation with the Gallery's Advisory Board, curator and staff, 
and other College officials. The Director is responsible for seeing that the 
Gallery upholds the standards and ethics of the museum profession, as defined 
by the American Association of Museums and other professional organizations. 
1.4 . 2 . 4.10 . Registrar 
The Registrar is responsible for the supervision of all student records and 
for the certification of the fulfillment of all degree requirements, transfer 
credit, and prior learning experience credit. The Registrar is responsible 
for the recording of academic standing and credit , the maintenance of the 
permanent academic record; course scheduling, registration and classroom 
assignments on campus. The Registrar is assisted by the staff of the Office 
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1.4.3. Vice President for Student Affairs 
The Vice President for Student Affairs is appointed by the President for a 
term mutually agreed upon, and is responsible to the President. As the 
administrative officer responsible for all nonacademic student affairs of the 
College (student personnel matters, residential living, housing, nonacademic 
student discipline, public safety, athletics, career development counseling, 
health services) the Vice President is vested with authority commensurate with 
such responsibility. The Vice President recommends to the President the 
appointment, promotion, retention of the administrative staff. The Vice 
President is a member of the Administrative Council and an ex-officio member 
of all committees in the area of student affairs. 
The administrative staff of the Vice President for Student Affairs are: the 
Dean for Student Development, the Dean for Campus Life, the Director of 
Housing, the Director of Athletics, the Director of Public Safety, and the 
Coordinator of Facilities. 
1.4.3.1. Deans. Student Affairs 
1.4.3.1.1. Dean for Student Development 
The Dean for Student Development is responsible for the administrative 
supervision of the following services: health, counseling, career 
development, special programs and advocacy for woman students, and new student 
orientation. 
1.4.3.1.2. Dean for Campus Life 
The Dean for Campus Life, in addition to administering the College's policies 
on nonacademic discipline, is responsible for the following areas: 
residential living, student government, publications and activities, and 
undergraduate Commencement exercises. 
1.4.3.2. Director of Housing 
The Director of Housing is responsible for determination of placement of 
students in the residence halls, policy and procedure for housing, 
preregistration of new and returning resident students, and policies regarding 
room changes in the residence halls. 
1.4.3.3. Director of Athletics 
The Director of Athletics organizes, coordinates and administers the 
intercollegiate and intramural athletic programs of the College. He appoints 
all coaches, and is responsible for the athletic department budget. 
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1 . 4.3 . 4 . Residence Directors/Advisors 
Residence Directors/Brother Counselors 
The Residence Directors/Brother Counselors are administratively responsible to 
the Dean for Campus Life . Though living in the residence halls, they generally 
have full - time responsibilities outside the area of student living. They are 
available to students for counseling of any kind, and to the Deans and 
Resident Advisors in extraordinary disciplinary cases. 
Resident Advisors 
The Resident Advisors, usually graduate or upper division students , work in 
cooperation with and are responsible to the Dean for Campus Life . These 
students are the key persons in the residence hall organization . By virtue of 
their status as students , the Resident Advisors can more adequately represent 
student opinion to the administration as well as represent the institution . 
Rev. 8/94 
1.4 . ADMINISTRATIVE ORGANIZATION 
1. 4.4. Vice President for Administration and Chief Financial Officer 
The Vice President for Administration and Chief Financial Officer is appointed 
by the President for a term mutually agreed upon, and is responsible to the 
President. As the administrative officer responsible for all business and 
financial affairs of the College (business policies, operations, 
communications, personnel, physical plant, and contracted services), the Vice 
President is vested with authority commensurate with such responsibility. The 
Vice President recommends to the President the appointment, promotion, and 
retention of the administrative staff, and the selection of firms contracting 
with the College to provide services. The Vice President is a member of the 
Administrative Council and an ex-officio member of all committees in the areas 
of business, finance, and personnel . 
The administrative staff of the Vice President for Administration/Chief 
Financial Officer are: the Assistant Vice President for Business Affairs, the 
Assistant Vice President for Research, Planning. and Technology, and the 
Executive Director of the Physical Plant. 
1.4.4.1. Assistant Vice President for Business Affairs 
The Assistant Vice President for Business Affairs supervises the day-to-day 
operation of the Purchasing Department and the Print Shop, and assists the 
Vice President for Administration/Chief Financial Officer in preparation of 
the annual budget, periodic financial reports, and financial analysis of 
various program alternatives in order to aid the administration in the 
decision-making process. 
1.4.4.2. Assistant Vice President for Research, Planning. and Technology 
The Assistant Vice President for Research, Planning. and Technology is 
responsible for institutional research activities in their broadest 
definitions, particularly the design of research projects and the collection, 
tabulation , and analysis of data in support of administrative decision-making. 
In addition, the Assistant Vice President oversees technology-based academic 
activities of the College, including the implementation, management, and 
planning of campus electronic resources and information systems. 
1.4.4 . 3. Executive Director of the Physical Plant 
The Executive Director of the Physical Plant supervises the personnel and the 
maintenance program of the physical plant, including all buildings and 
grounds, equipment, utilities, and vehicles. The Executive Director also 
schedules and coordinates the use of College vans. 
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1.4.4.4 . Controller 
The Controller supervises and directs daily Business Office operations, 
including all accounting functions, cash management, billing, collections, and 
accounts payable. The Controller arranges for an annual audit of the 
College's financial records . 
1.4.4.5. Director of Administrative Computing Services 
The Director of Administrative Computing Services is responsible for all 
aspects of the College's administrative data processing system. In addition 
to managing the Computer Center, the Director offers training to College 
staff, advises on software selection, and supervises the installation and 
maintenance of personal computers in administrative offices. 
1.4.4.6. Director of Personnel Services 
The Director of Personnel Services is responsible for the College's human 
resources, compensation, and benefit programs. The Director coordinates 
hiring, reviews all contracts, recommends salary, personnel, and benefit 
policies to the administration, monitors College compliance with laws and 
government regulations, e.g., equal opportunity and Title IX regulations , and 
advises on other legal matters affecting the personnel of the College. 
1.4.4 . 7 . Director of Financial Aid 
The Director of Financial Aid supervises and administers all aspects of the 
financial aid program . The Director counsels students and parents on the 
availability of financial aid and scholarships, determines eligibility for the 
College's financial aid programs, prepares applications for federal funds, 
directs the awarding of financial aid and the maintenance of records, and 
prepares reports required by federal , state, and institutional agencies. 
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1.4. 5. Vice President for Advancement 
The Vice President for Advancement is appointed by the President for a term 
mutually agreed upon, and is responsible to the President. As the principal 
external affairs officer {alumni, regents, benefactors, the general public), 
the Vice President is vested with the authority commensurate with such 
responsibility . The Vice President recommends to the President the 
appointment , promotion and retention of administrative staff and appoints 
other staff . The Vice President is a member of the Administrative Council and 
an ex-officio member of all committees in the area of advancement. 
The Administrative staff of the Vice President for Advancement are: the 
Director of Development :Annual Programs; the Director of Development:Capital 
Programs ; the Director of Public Relations, the Director of Alumni Relations, 
and the Director of Publications. 
1.4.5.1. Director of Development:Annual Programs 
The Director of Development:Annual Programs directs fund raising functions in 
the area of annual giving and assumes major responsibility for program 
planning and implementation of such functions. The Director is responsible 
for the annual fund , President's Club and Gaelsports . The Director acts as 
staff to several committees of the Board of Regents . 
1.4.5 . 2 . Director of Development:Capital Programs 
The Director of Development:Capital Programs directs fund raising functions in 
the area of capital giving and assumes major responsibility for program 
planning and implementation of such functions . The Director is responsible 
for major gifts, planned giving, corporate and foundation relations and 
research . The Director acts as staff to several committees of the Board of 
Regents . 
1.4.5 . 3 . Director of Alumni Relations 
The Director of Alumni Relations plans , supervises and coordinates activities 
of all alumni (including students of both degree and non-degree programs) in 
cooperation with the officers and board of directors of the alumni 
association. 
The Alumni Office is responsible for maintaining adequate records of the 
College's alumni, as well as all records of the boards of directors and the 
association . 
1.4 . 5 . 4 Director of Public Relations 
The Director of Public Relations is responsible for supervising all the non-
athletic informational services provided by the College to the media--local, 
state and national. The Director serves as both community relations 
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1.4.5.4 . Director of Public Relations (continued) 
coordinator and representative of the College by organizing activities and 
promotions which bring Saint Mary's into closer partnership with surrounding 
areas, their leaders, and residents. The Director oversees the editorial 
content of the Honor Roll of Donors, the President's Report and the Saint 
Mary's Update. 
1.4.5.5. Director of Publications 
The Director of Publications works in close liaison with the Director of 
Public Relations to promote the College image in a positive way. The Director 
is responsible for serving the publications needs of the College insofar as 
that is possible. The Director oversees the publication of the general 
College catalog, admissions materials, the student handbook, and the Saint 
Mary's College Update among other publications, and edits such materials to 
insure the inclusion of required statements of law and College policies. The 
Director advises the administration and departments of the College in the 
coordination, design and production of materials such as catalogs, programs, 
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1. 6 . GOVERNANCE STRUCTURE 
1.6.1. General Institutional Governance 
1.6.1.1. Faculty Elections 
Faculty Elections 
The Academic Senate conducts faculty elections to determine: 
a) Faculty officers and representatives : 
Chairperson and vice chairperson of the Academic Senate 
Faculty Representative to the Alumni Board of Directors 
b) Faculty membership on : 
Academic Senate 
Undergraduate Council 
Undergraduate Curriculum Committee 
Committee on Undergraduate Admissions and Financial Aid 
Governance Committee 
Faculty Welfare Committee 
Grievance Committee 
Graduate Council 
Affirmative Action Compliance Committee 
Elections for the College Rank and Tenure Committee are conducted by the 
Office of the Academic Vice President. (For procedures, see College Rank and 
Tenure Committee , 1.7.2 . 5 . ) 
1.6 . 1.1.1 Nominations 
a) A Candidate Information Survey will be distributed and compiled under 
the direction of the Academic Senate in the spring of each year. 
b) The Academic Senate will direct the preparation of a nominating ballot 
for each office/committee seat based on (1) statutory requirements for 
eligibility as set forth in the Faculty Handbook, (2) expression of 
willingness on the part of individual faculty members to serve as 
indicated by the survey , and (3) the current number of positions held by 
individual faculty members . 
c) Eligibility: determined according to (1) office or committee membership 
specifications as to faculty rank (e .g., associate professor) and 
instructional duties (5/7ths or more), (2) appointment status of a 
faculty member at the time of election (e . g. , status in spring term for 
membership effective in fall term) . Faculty members granted a 
sabbatical or leave of absence are not eligible for nomination for 
membership effective during the academic year of sabbatical or leave of 
absence. Tenured faculty members who have been granted a temporary 
reduced teaching load shall be considered to hold full - time 
appointments, for purposes of eligibility to serve on faculty 
committees . 
1. 6. GOVERNANCE STRUCTURE 
1.6.1.1. Faculty Elections (continued) 
d) Procedure : each voter must designate twice as many persons as nominees 
for an office or membership as will be elected to that office or 
committee (e.g., two persons must be designated by a voter as nominees 
for representative). The specified number of persons (e.g., two) 
receiving the most votes are nominees for the run-off election. Upon 
being notified of nomination by the Election Committee, a faculty member 
may decline nomination. 
1.6 .1.1.2. Balloting 
a) Ballots are placed in a locked ballot box (located in the School of 
Science secretary's office, Galileo Hall), or mailed to the chairperson 
of the Academic Senate. Each ballot is sealed in an envelope, which is 
then signed by the voter; the ballot is not valid unless the envelope is 
so signed. 
b) Counting of ballots: (1) No counting will take place unless three voting 
faculty members are present, or two in the case of machine counting, and 
none but voting faculty members may count ballots. (2) First, all 
signatures will be checked against a voting list . (3) Second, all 
envelopes will be opened and ballots set aside. (4) Third, the ballots 
will be counted. There must be a reader and a counter overseen by 
another faculty member. A machine may act as counter. (5) Any 
discrepancies in counting require a recount of the ballots in question . 
(6) Invalid or illegible ballots will be determined by the faculty 
members present. Such ballots will not be counted but will be retained. 
(7) The resulting tally of votes should be signed by the faculty members 
who have overseen the counting, a minimum of two. (8) The results 
should be collated by the faculty officer present (or his/her 
representative) and the ballots secured by him/her. (9) The ballots are 
retained by the chairperson of the Academic Senate for one year; 
c) The normal deadline for any ballot will be Thursday at 2:15 p.m . 
Counting will not begin before that time; 
d) Any ballot must be available for nine school days (days on which 
undergraduate classes are held), so that all faculty will be able to 
vote before the deadline. 
1.6 .1.1.3. Election 
From the list of nominees each voter must designate the same number of persons 
as specified for an office or membership. The specified number of nominees 
















1.6. GOVERNANCE STRUCTURE 
1.6.1.1. Faculty Elections (continued) 
1.6.1 . 1.4. Faculty Qualifications for Election 
1. In elections conducted by the Academic Senate the following are criteria 
for election : 
a) representatives from the Schools of Liberal Arts, Science, 
Economics and Business Administration, and Education must be 
faculty who appear on the Rank and Tenure roster; 
b) representatives of the School of Extended Education must 
l) have taught at least 100 hours in the previous 12 months in 
the School of Extended Education; 
2) or be faculty who appear on the Rank and Tenure roster who 
have taught two courses in the School of Extended Education 
within the previous 12 months; 
c) representatives from the Intercollegiate Nursing Program must be 
full-time, regularly ranked faculty members; 
d) faculty representing the undergraduate program in their School 
must teach a majority of their courses in the undergraduate 
program of that School. Faculty representing the graduate program 
in their School must have taught at least two graduate courses in 
the School the previous scholastic year; 
e) faculty representing Schools must be elected from their respective 
Schools (or in the case of the Intercollegiate Nursing Program, by 
the Samuel Merritt College faculty). A faculty member may stand 
for election in one School only. Membership in a School is 
determined by the departmental appointment. In case of dual 
appointment or multiple eligibility, the faculty member decides in 
which School he or she will stand for election; 
f) faculty representing a program, undergraduate or graduate, in 
their School must be elected from the respective program . A 
faculty member may stand for election in one program in a School 
only. In case of dual appointment or multiple eligibility, the 
faculty member decides in which program he or she will stand for 
election. 
1. 6 . GOVERNANCE STRUCTURE 
1.6.1.1. Faculty Elections (continued) 
The following are ineligible to stand for election: 
a) Presidents, Vice Presidents, Deans, Associate Deans, Assistant Deans, 
Presidential Assistants; 
b) faculty whose instructional duties are less than 5/7; 
c) chairpersons, directors, etc., whose instructional duties are less than 
5/7. 
1.6.1 . 1.5. Voting Rights 
1. Elections conducted by the Academic Senate: 
a) All full and part-time Saint Mary's College faculty members are 
entitled to vote. Full and part-time faculty members may vote in 
one School only, determined by the School where the majority of 
courses are taught in a given scholastic year. In the case of an 
evenly divided number of courses, the faculty member will decide 
in which School he or she will vote. Full and part-time faculty 
members may vote for program representatives, undergraduate or 
graduate, in one program in their School only, determined by the 
program in which the majority of courses in that School are 
taught. In the case of an evenly divided number of courses in his 
or her School, the faculty member will decide in which program he 
or she will vote. 
For voting purposes, full-time faculty are defined as: 
1) those who meet the criteria for election as given in la, 
lb(2), and le, under Faculty Qualifications for Election, 
above. 
2) those who hold a temporary full-time appointment. 
3) those who have attained faculty emeritus status. 
Part-time faculty members are defined as voting members only while 
teaching one or more full courses in a given quarter or semester 
or, in the case of the School of Extended Education, when they are 
faculty members who have taught either within the month preceding 
the commencement of the election process or meet the criterion 
lb(l) under Faculty Qualifications for Election, above. Non-
academic administrators and coaches who are full-time College 
~embers are considered part-time faculty if they teach one full 
course during the scholastic year of the election. 
b) Full and part-time Samuel Merritt College faculty members are 
entitled to vote for representatives from the Intercollegiate 













1. 6 . GOVERNANCE STRUCTURE 
1.6 . 1.2. The Academic Senate 
1 . 6.1 . 2 . 1 . Role: 
a) The Academic Senate is the principal instrument through which the 
faculty of the College exercises its responsibilities in the 
governance of the academic life of the College community. The 
Senate receives , reviews, responds to and/or refers 
recommendations and reports from the various academic faculty 
committees and councils (see A.l . below). The Senate advises the 
Academic Vice President on academic matters . Accordingly, the 
Academic Vice President will consult the Senate as a matter of 
course regarding important decisions to be made about the academic 
life of the College. 
b) The Academic Senate is a faculty Senate and thus has a 
responsibility to identify issues of legitimate faculty concern, 
including matters only indirectly related to the academic life of 
the College, and to initiate appropriate actions to address them. 
Regarding such matters, the President and his delegates for 
academic affairs, namely the Academic Vice President and the Deans 
of the Schools, will as a matter of course keep the Senate 
informed and seek its advice. Other college administrators will, 
upon the request of the Senate, report and/or provide information 
on matters of faculty interest. Faculty committees which deal 
with non - academic matters , e.g ., the Faculty Welfare Committee , 
will keep the Senate apprised of their activities seek its advice, 
and , if appropriate, present formal recommendations they adopt to 
the Senate for its approval . 
c) Reports and recommendations of the Academic Senate will normally 
be approved by the Academic Vice President and, when appropriate, 
by the President . 
d) The President and/or the Academic Vice President will keep the 
Senate informed of action taken to implement the advice of the 
Academic Senate . When they have chosen not to act or to act 
contrary to that advice, they will inform the Senate of their 
reasons. 
e) The Academic Senate provides, in its general meetings, a forum at 
which members of the faculty may express their opinions on matters 
of concern and, in so doing, help the Senate to exercise its 
judgement in an informed manner . 
1.6.1.2 . 2 . Academic Senate Chairperson 
The chairperson presides over both the general and executive meetings of the 
Academic Senate . He/she sets the calendar for all meetings and the agenda for 
executive meetings. The chairperson assumes office after serving one year as 
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1.6.1 . 2 . 2. Academic Senate Chairperson (continued) 
vice-chairperson. He/she receives release time from teaching assignments 
commensurate with the responsibilities of the office. 
1 . 6 . 1 . 2.3 . Academic Senate Vice-chairperson 
The vice - chairperson is elected by the faculty at large for a two-year term, 
the second year of which he/she serves as chairperson. 
1 . 6.1 . 2 . 4 . Succession 
If the chairperson is unable to continue in office, the vice-chairperson 
assumes the office of chairperson. He/she continues as chairperson through 
the following year, i.e . , the year he/she would normally serve as chairperson . 
If the vice-chairperson cannot assume the office of chairperson upon the 
latter's completion of his/her term, the Academic Senate shall elect, by 
majority vote, a chairperson for the upcoming year . Normally, nominations 
will be made from among the current and former members of the Senate. 
If the office of vice-chairperson becomes vacant, due to resignation or 
assumption of the office of chairperson, the Academic Senate shall elect a 
current or former member of the Senate to serve the remainder of the one-year 
term as vice-chairperson . A regular election shall be held in the spring for 
the following year's chairperson and vice-chairperson . 
1 . 6.1.2.5 . Parliamentarian 
The chairperson shall appoint a parliamentarian from the faculty for a one-
year term. The parliamentarian, who shall serve at the pleasure of the 
chairperson, shall be present at all meetings of the Senate (general, 
executive, special) but shall not have a vote. 
1.6.1 . 2 . 6 . Secretary 
The Academic Senate secretary takes minutes of all meetings of the Academic 
Senate (executive, general, special) and prepares them for distribution to 
faculty. The secretary also : 
1. Prepares agenda (set by the chairperson) , memos, and other materials and 
distributes them to senators, committee chairs, administrators, faculty 
members, etc. 
2. Maintains all pertinent records and correspondence of the Senate, 
including a current file of all faculty members (school, full- or part-
time status, eligibility for election, etc . ) . 
3. Assists the Election Committee in the conduct of elections. 
4 . Performs other duties related to the conduct of Senate business. 


















1. 6. GOVERNANCE STRUCTURE 
1.6 . 1.2. Ihe Academic Senate (continued) 
The secretary is selected by the chairperson with the assistance of the 
Personnel department and according to established College procedures . The 
secretary reports to the chairperson . 
1.6.1 . 2 . 7. Membership 
The Academic Senate consists of 16 members, distributed as follows : 
chairperson 
vice-chairperson (chairperson elect) 
four faculty members from the School of Liberal Arts 
two faculty members from the School of Science 
three faculty members from the School of Economics and Business 
Administration (two from undergraduate programs , one from the graduate 
program) 
one faculty member from the Intercollegiate Nursing Program 
two faculty members from the School of Extended Education 
two faculty members from the School of Education 
1 . 6.1 . 2 . 8 . Terms of Office 
Senators are elected for a two -year term, renewable once consecutively. The 
terms are staggered so that approximately half of the terms end each year. 
If a senator needs to be absent for a month or more, he/she shall be 
temporarily replaced by the runner-up in the most recent Senate election in 
this senator's School . 
Should a senator be unable to complete his/her term, the runner-up in the most 
recent Senate election from the senator's School shall complete the term . If 
the runner-up is not able to serve, a special election shall be held to select 
a replacement . 
1.6.1.2 . 9 . Meetings 
Academic Senate meetings are of two types, executive and general . Ordinarily, 
one meeting of each type is scheduled each month from September through May. 
1.6.1 . 2.9.1 . Executive Meetings 
The Academic Senate has five executive duties: 
1. To receive, review, and respond to and/or refer recommendations and 
reports from the following bodies: Undergraduate Council, Graduate 
Council; Undergraduate Curriculum Committee, Committee on Undergraduate 
Admissions and Financial Aid, Library Committee, SMC - Samuel Merritt 
College Interinstitutional Council, Faculty Yelfare Committee, and its 
own standing and ad hoc committees. 
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1.6.l.2. The Academic Senate (continued) 
All concerns related to the academic life of the College will be 
within the Academic Senate's purview to review except: 
a) Recommendations on sabbatical leaves, which are made by the 
Undergraduate and Graduate Councils directly to the Academic Vice 
President; 
b) Selection of undergraduate students for awards at graduation, which 
are made by the Undergraduate Council and reported directly to the 
Registrar; 
c) Rank and tenure decisions (made by the College Rank and Tenure 
Committee); and 
d) Grievances, which are considered by the Grievance Committee. 
2. To set the agendas for general meetings. 
Items for agendas of general meetings are taken from recommendations, 
reports and requests for review received from: 
a) The President, the Academic Vice President or the Deans of the 
Schools; 
b) The councils and committees under 1. above; 
c) The Governance Committee; 
d) The Academic Senate itself. Any member of the Senate, with the 
consent of the majority of those present at an executive meeting, may 
place an item on the agenda for the next general meeting; 
e) The faculty. Any faculty member, full- or part-time, may request 
that an item be placed on the agenda of a general meeting by 
submitting the request in writing. The Senate will consider placing 
the item on the general meeting agenda after discussing it in an 
executive meeting. An agenda item submitted to the Senate with the 
supporting signatures of ten other faculty members will normally be 
placed on the agenda of the next general meeting. 
In order to avoid jurisdictional disputes and duplication of effort, 
faculty- and Senate-initiated requests will ordinarily be sent for 
review to an appropriate council or committee. 
Similarly, recommendations and reports received from councils or 
committees may be returned for further study. Otherwise, all 
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1. The consent agenda. 
Items identified as "consented to" are those which, in the 
judgment of the Senate, require no further discussion by the 
Senate or faculty in a general meeting before a recommendation or 
decision can be made. Such items are judged to be 
noncontroversial or to be issues on which the opinions of the 
faculty are already known. A two-thirds majority vote of the 
Senate is required to place an item on the consent agenda. Items 
thus approved are sent forward to the Academic Vice President . 
The faculty is informed at the general meeting of the items placed 
on the consent agenda . 
2. Items for consideration. 
Items identified as "needing consideration" are those requiring 
public discussion by the faculty and action by the Senate . If in 
doubt about the controversial nature of an issue, or about how 
substantive the issue is, the Senate will place the item on the 
agenda of the general meeting for consideration by the total 
faculty. 
The agenda for the meeting, recommendations and reports upon which 
action will be taken, and approved minutes of the previous general 
and executive meetings are prepared for distribution to members of 
the faculty at least five calendar days prior to the general 
meeting. 
The chairperson will invite interested or knowledgeable parties to 
attend the executive meetings to provide information or to discuss 
the recommendations or report. At his/her discretion, the 
chairperson may invite any other members of the Saint Mary's 
community to attend executive meetings. Normally, such visitors 
would not participate in Senate deliberations. 
To conduct faculty elections, except those for members of the College 
Rank and Tenure Committee. 
To review at the request of the President cases of alleged 
unprofessional conduct on the part of a faculty member. 
To initiate Senate committees for the purpose of investigating specific 
problems and issues related to the academic life of the College or 
concerns of the faculty. The Senate shall exercise due caution to 
assure that the responsibilities of its committees do not overlap those 
of other existing committees. 
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1.6.1.2 . The Academic Senate (continued) 
Senate committees will normally make recommendations to the Senate at 
its executive meetings. 
1.6.1.2.9 . 2. General meetings 
The general meeting of the Senate provides a forum for all faculty members to 
exchange information and opinions about issues relevant to the academic life 
of the College or the concerns of the faculty. In addition to the items 
requiring action by the Senate, concerning which the Senate solicits 
viewpoints from attending faculty members, the agenda of the general meeting 
may also include: 
1. Informational items in which the Senate grants invited speakers an 
opportunity to address the faculty at large; 
2. Committee reports; 
3. General items of faculty interest, including items not yet ready for 
action, for which the Senate solicits input from the faculty. 
Additions or changes to the agenda can be made only by a two-thirds vote of 
the Senate on a nondebatable motion. 
Among the actions the Senate may take at a general meeting on the 
recommendations and reports it has received are: 
1. To discuss and approve; 
2 . To discuss and not approve, with an explanation of the reasons for 
non-approval for all principal parties involved; 
3. To approve an alternative or to amend; or 
4 . To return to a particular council or committee with recommendations 
for reconsideration . 
Normally, the chairperson will open the floor to non-Senate members under each 
agenda item. The floor will remain open until closed by the chairperson, at 
which time discussion may be restricted to Senate members. All faculty 
members , whether full- or part - time, currently teaching or on leave or 
emeriti , may speak at any general meeting . Staff and students may speak with 
the permission of the chairperson. 
Only Senate members may introduce and vote on motions. The chairperson may 
choose to poll the faculty members in attendance before a vote is taken . By a 
two-thirds vote, the Senate can require that a written poll be submitted to 
the entire College faculty for its response to an issue . 
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1. 6. GOVERNANCE STRUCTURE 
1.6.1.2. Academic Senate (continued) 
Substantive motions shall require a roll call vote (see Rules of Procedure of 
the Academic Senate) . 
The consent agenda from the executive meetings and actions taken at the 
general meetings are forwarded to the Academic Vice President, with copies to 
the President of the College. 
1.6.1.2.9.3 . Special General Meeting 
A special general meeting may be called by the chairperson upon request of the 
President or the Academic Vice President, by a petition to call such a meeting 
signed by three members of the Senate, or upon presentation of a petition 
signed by ten voting faculty who are not members of the Senate . No special 
meetings may be called without sufficient time (normally one week) for 
adequate notice to all faculty members. 
1. 6 . 1. 2. 10. The Academic Vice President 
The Academic Vice President may: 
l . Approve as presented, or 
2 . Discuss with the Senate intended revisions or the intention to 
disapprove prior to the final decision. 
At the beginning of each scholastic year, the Academic Vice President will 
submit a report on the action taken concerning each of the reports and 
recommendations submitted for action the previous year. 
1.6.1.2.11. Quorum 
The quorum for meetings of the Academic Senate is ten members and the 
chairperson or vice-chairperson . A quorum must be present within 15 minutes 
of the scheduled time . In the absence of a quorum , the chair may decide to 
proceed with the determination of an agenda for the next general meeting. The 
Senate may not, however, take any other action requiring a vote. 
1. 6 . 1. 2. 12. Attendance 
Members of the Academic Senate are expected to attend all meetings . 
Attendance of others at executive meetings of the Senate is by invitation of 
the chairperson. 
1. 6 .1. 2 .13 . Voice 
All faculty members, whether full- or part-time, currently teaching, on leave, 
or professors emeriti may speak at any general meeting. Staff and students 
may speak with the permission of the chairperson . 
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1.6.1.2 . The Academic Senate (continued) 
1. 6 . 1. 2. 14 . Rules of Procedure 
All meetings of the Academic Senate are governed by Roberts Rules of Order. 
Revised, as modified in the Rules of Procedure of the Academic Senate at Saint 
Mary's College. Each member of the Senate shall be provided with a current 
copy of the Rules of Procedure; additional copies will be available to the 
faculty through the Senate secretary . These Rules may not be modified without 
the approval of both the Academic Senate and the Governance Committee . 
1. 6. 1. 2 . 15 . Business Procedures 
1. Additions or changes to the agenda can be made only by a two-thirds vote 
of the Senate on a non-debatable motion . 
2 . The procedure for council or committee recommendations or reports to the 
Senate is the following : 
a) Councils or committees present to the Senate in writing a signed 
recommendation or report. A minority report of the committee may be 
submitted if supported by two voting members of the council or 
committee . 
b) The text must be distributed to members of the Senate at least 48 
hours prior to the executive meeting at which it will be discussed . 
c) Any recommendation or report will be considered as a principal 
motion, seconded by the committee vote , which must be reported. 
3 . An individual faculty member or group of faculty members wishing to 
place an item on the agenda of a general meeting must formulate it as 
specifically as possible and present it to the chairperson of the Senate 
at least 48 hours prior to the executive meeting at which it will be 
discussed (see 1 . 6.1.2 . 9.1 . Executive Meetings, 2. (e)) . 
4 . Discussion 
a) Each faculty member wishing to speak to a particular motion is 
limited to three minutes. Remaining time may be yielded to another 
speaker. 
b) Speakers are called in the order in which they have notified the 
chairperson of their desire to speak . 
1.6.1.2.16 . Presidential Response 
The President of the College may report to the faculty at a general meeting on 
areas where consultation is needed or on executive action to be taken . Such 
an executive report should be included on the agenda. 















1. 6. GOVERNANCE STRUCTURE 
1. 6 .2 . Student Government/Association 
The students of Saint Mary's College, in order to represent the interests of 
the students of the College, to promote and regulate student activities, and 
to preserve the traditions of the students of the College, have established 
the Associated Students of Saint Mary's College (ASSMC). 
All bonafide students of Saint Mary's College are members of the ASSMC. 
Bonafide students are those undergraduate, graduate, part-time, or full-time 
students of Saint Mary's College who have paid or been billed the current full 
ASSMC fees. 
The President of the ASSMC is the official student representative to the Board 
of Trustees and to all other public, collegiate, and intercollegiate boards, 
committees, and functions. In consultation with the administrator responsible 
for undergraduate academic affairs, he has the power to suspend classes once 
per term for the purpose of holding a general meeting of the ASSMC . 
The ASSMC officers (President, Vice President, Secretary, Treasurer) form the 
Executive Council, and with elected representatives of the ASSMC form the 
Student Senate. The Student Senate is composed of the following: the 
Executive Council, the four class presidents, the four class vice-presidents, 
and 24 class senators, six elected from and by the members of each class. 
1. 7. COMMITTEE STRUCTURE 
1.7.1. Board of Trustees Committees 
The standing committees of the Board of Trustees are: 
l. Finance Committee 
2. Audit Committee 
3. Committee on Academic Affairs 
4. Tuition Waivers and Financial Aid Committee 
5. Architectural and Construction Committee 
6. Nominations Committee 
1.7.1.1. Finance Committee 
Role: The Finance Committee reviews budgets and all other matters relating to 
the fiscal and general business management of the Corporation with the 
exception of those matters delegated by the Board of Trustees to the Presidenit 
or to other committees . In particular, the Finance Committee makes its 
recommendations to the Board of Trustees about: 
1. The preliminary and final budgets; 
2 . Tuition, room and board, fees and other major charges payable by the 
students attending the College; 
3. Faculty, administrative and staff salary scales and ranges, upon 
recommendation from the Administrative Council; 
4. Investment policy, except that which concerns the endowment portfolio, 
which has been delegated to the Investment Committee of the Board of 
Regents. 
Membership: The Finance Committee consists of the Vice President for 
Administration and Chief Financial Officer, ex officio, and six members of the 
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1.7.1. Board of Trustees Committees (continued) 
1.7.1.2. Audit Committee 
Role: The Audit Committee acts as the independent supervisor of the 
Corporation's financial and accounting practices and: 
1. Conducts the annual review of the independent audit report of The 
Corporation; 
2. Selects, without further review by the Board of Trustees or any other 
committee, the independent certified public accountants who shall act as 
auditors of the Corporation and negotiate the fees for such auditors' 
services; 
3. Reviews the work and effectiveness of the independent auditors; 
4. Recommends action to the internal business and audit staff of the 
Corporations; 
5. Receives and evaluates recommendations from the Board of Regents of the 
Corporation within the Committee's area of concern; 
6. Makes recommendations of matters within the Committee's area of concern 
to the Finance Committee . 
Membership: The Audit Committee consists of four members: The committee 
chairperson and three members, all of whom must be members of the Board of 
Trustees, appointed by the Chairperson of the Board . To be eligible to serve 
on this committee, the candidate must hold no salaried position at the 
College. 
1.7.1.3. Committee on Academic Affairs 
Role: The Committee on Academic Affairs makes recommendations to the Board of 
Trustees about : 
1. VASC (Western Association of Schools and Colleges) recommendations or 
those of any other accreditation body which affects College programs; 
2 . Substantive changes in the academic policies and educational programs of 
the College; 
3. Rank and tenure, sabbatical leave, or other personnel policies for 
College faculty; 
4. Recommendations to the Committee from the Board of Regents . 
Membership: The Committee on Academic Affairs consists of four members: the 
Academic Vice President, ex officio, and the committee chairperson and two 
members of the Board of Trustees, appointed by the Chairperson of the Board of 
Trustees. 
1. 7 . COMMITTEE STRUCTURE 
1.7.1. Board of Trustees Committees (continued) 
1.7.1.4. Tuition Waivers and Financial Aid Committee 
Role: The Tuition Waiver and Financial Aid Committee : 
1 . Reviews annually, or more frequently as requested by the Chairperson of 
the Board of Trustees, the President or any Trustees, the policy 
regarding tuition waivers and financial aid and recommends to the Board 
of Trustees appropriate changes in the policy; 
2. Approximates the costs to the Corporation of implementing tuition waiver 
and financial aid policies. 
Membership: The Tuition Waivers and Financial Aid Committee consists of five 
members: the Director of Financial Aid, ex officio, the committee chairperson 
and one member of the Board of Trustees, appointed by the Chairperson of the 
Board of Trustees, and two members from either the Board or the College's 
administration, appointed by the Chairperson of the Board of Trustees. 
1.7.1 . 5. Architectural and Construction Committee 
Role : The Architectural and Construction Committee works closely with the 
Campus Planning Committee or its equivalent in matters relating to campus 
architecture and construction and recommends to the Board of Trustees about: 
1 . The College Master Plan and revisions thereto which may take place from 
time to time; 
2 . Final design of major facilities or major renovations of existing 
facilities; 
3. Procedures for the selection of contractors for construction of major 
facilities or major renovation of existing facilities in the context of 
approved design principles; 
4 . Procedures for the design of major facilities and the renovation of 
existing ones; 
5 . Procedures for supervision of cost control; 
6 . Procedures for the selection of architects for particular projects. 
Membership: The Architectural and Construction Committee consists of six 
members: the Campus Architect, if any, ex officio; the committee chairperson 
and one member from the Board of Trustees, appointed by the Chairperson of the 
Board of Trustees, and three members with appropriate expertise in 
architectural and/or construction experience appointed by the Chairperson of 
the Board of Trustees in consultation with the President; 
I 
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1.7.l. Board of Trustees Committees (continued) 
1.7 . l.6. Nominations Committee 
Role: The Nominations Committee: 
l. Solicits and receives suggestions of names of person to be considered 
for nomination to the Board of Trustees and maintains a list of such 
suggested names; 
2. Nominates qualified person for elections as Chairperson and members for 
the Board of Trustees as vacancies occur. 
Membership: The Nominations Committee consists of five members: The 
President, ex officio, and the committee chairperson and three members from 
the Board of Trustees appointed by the Chairperson of the Board of Trustees. 
-
1.7. COMMITTEE STRUCTURE 
1. 7 . 2 . Institutional Committees: General 
1.7 . 2 . 1. Administrative Council 
The Administrative Council is concerned with the ordinary management of the 
College and the coordination of all its administrative areas. Members are the 
President and the Vice Presidents; faculty, administrators, students and 
others participate by invitation or request. The members serve on the College 
Budget Committee. The Administrative Council meets weekly at the discretion 
of the President . 
1.7.2.2. Campus Planning Committee 
The Campus Planning Committee is concerned with review of the planning and 
budgeting of campus building and remodeling projects assigned to it by the 
President and as they appear on the Facilities Master Plan . Recommendations 
of the committee are reviewed by the Administrative Council and , if 
appropriate, presented to the Board of Trustees by the President of the 
College. Members are the President (chairperson), the Campus Architect, the 
architectural advisor , the Vice Presidents for College Relations , for Student 
Affairs, and for Administrative Services, two faculty members appointed by the 
President , one staff member appointed by the President, and the Student Body 
President . Consultants are invited to meetings as appropriate. The Campus 
Planning Committee meets once monthly; special meetings may be called 
depending on urgency or number of projects. 
1 . 7 . 2.3 . Governance Committee 
Role: The Governance Committee is responsible for the overall design, 
specification, and evaluation of those structures and academic positions which 
guide the academic governance of the College . It also adjudicates disputes as 
they arise regarding the proper responsibilities of various councils, 
committees, governing boards, and administrators . 
1 . The Governance Committee is responsible for: 
a) Major governance structures affecting the academic governance of 
the College and the formation of governance charts showing lines 
of authority and responsibility . This includes approval of the 
formation of new standing academic committees or the dissolution 
of existing committees (see b), c) , and 2 . below), as 
circumstances warrant . 
b) Definition of responsibilities , procedures and membership of major 
standing academic councils and committees of the College: 
Academic Senate, Undergraduate and Graduate Councils , 
Undergraduate Curriculum Committee, Governance Committee, College 
Rank and Tenure Committee, the Saint Mary's College-Samuel Merritt 
College Interinstitutional Council, Grievance Committee , Faculty 
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Definition of responsibilities of the Academic Vice President, 
Council of Deans, Deans, Assistant/Associate Deans, Department 
Chairpersons and Program Directors. 
Procedures for the selection, appointment, and evaluation of the 
Academic Vice President, Deans, Assistant/Associate Deans, 
Department Chairpersons and Program Directors. 
Procedures for faculty selection and appointment, procedures for 
promotion and tenure, grievance, and separation from the College. 
f) Review of: 
(1) 
(2) 
standing committees, councils and governing boards formed by 
various officers of the College or committees; and 
faculty qualifications for election to office and to vote as 
established by the Academic Senate; 
to assure : 
(a) compliance with the principle that in the formation of 
standing committees , councils and governing boards, 
and in faculty election procedures, appropriate 
representation from Schools and divisions is included 
in membership; and 
(b) consistency with College goals and compliance with the 
standards established by the appropriate accreditation 
and professional organizations . 
g) Upon request , the review of standing committees, councils , and 
governing boards to assure that responsibilities do not conflict 
with those of other standing committees , councils, governing 
boards, or the responsibilities of particular administrators. 
2 . Academic committees which are not defined by the Governance Committee. 
Below is a list of standing academic committees for which the Governance 
Committee does not define responsibilities, procedures and membership, but 
which are reviewed according to principle (f) above . The person(s) or bodies 
responsible for these definitions appear in parentheses: 
Council of Deans (Academic Vice President) 
Committee on Faculty and Curriculum Development (Academic Vice President) 
Library Committee (Deans of the Schools) 
Collegiate Seminar Governing Board (Dean of the School of Liberal Arts and 
Curriculum Committee) 
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1.7 . 2.3. Governance Committee (continued) 
January Term Committee (Dean of the School of Liberal Arts and Curriculum 
Committee) 
Study Abroad Committee (Dean for Academic Services and the Undergraduate 
Council) 
Committee on Academic Petitions and Standards (Deans of the Schools of Liberal 
Arts, Science, Economics and Business Administration, Undergraduate 
Council) 
Committee on Student Advising (Dean of Advising and Academic Vice President) 
Orientation Committee (Vice President for Student Affairs, Dean of Advising, 
Dean for Student Development) 
Bookstore Committee (Academic Senate) 
Faculty Handbook Review Committee (Academic Senate) 
Elections Committee (Academic Senate) 
3. Relationship of the Governance Committee with the campus community: 
a) Administrative Council 
The Governance Committee is responsible for major governance structures 
and procedures and with the review of overall academic governance. 
The Administrative Council is responsible for non-academic governance. 
However, the Administrative Council, in advising the President on 
institutional governance in general, may include advice on the 
resolution of differences between academic governance and institution-
wide governance. The Governance Committee may also advise the President 
on institutional governance when the Committee deems it appropriate. 
b) Academic Senate 
The Governance Committee seeks advice from the Academic Senate regarding 
substantive* changes in academic governance. 
Recommendations from the Academic Senate regarding substantive* changes 
in governance will be referred directly to the Governance Committee. 
Recommendations regarding changes in standing committees, councils and 
boards other than those formed by the Governance Committee will be 
forwarded to the appropriate administrator(s). 
c) Standing committees 
Standing committees may send recommendations regarding governance 
to the Governance Committee or the appropriate administrator as 
* Substantive: Substantive changes include changes to matters covered in l.a. 
through l.e. 
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Governance Committee (continued) 
listed above . In addition, any standing committees which wish 
clarification of any of those matters addressed in (f) above may 
submit a request to the Governance Committee. The Governance 
Committee will seek advice from the Academic Senate regarding 
substantive* recommendations received from standing committees. 
d) Individuals 
Meetings 
Any member of the administration, faculty, student body, or staff 
may submit a proposal on academic governance in writing to the 
president of the College for consideration by the Governance 
Committee. 
The Governance Committee normally meets six times per academic year . 
Membership 
President of the College (chairperson) 
Academic Vice President 
Dean for Academic Services (ex officio) 
one member of the Academic Senate appointed by the chairperson of the 
Senate in consultation with its members, for a one-year term 
five faculty members, one elected from each of the five Schools (Liberal 
Arts, Science, Economics and Business Administration, Education, and 
Extended Education) for three-year terms 
one member of the Graduate Council appointed by the chairperson of the 
Graduate Council, in consultation with its members, for a two-year term 
one member from the Undergraduate Council appointed by the chairperson of 
the Undergraduate Council in consultation with its membe_:rs, for a two -year 
term 
one member from the traditional undergraduate student body appointed by the 
Student Body President , for a one -year term 
1.7.2.4 . College Budget Committee 
The College Budget Committee is concerned with the planning process and with 
development and review of the annual operating budget of the College. Members 
are the Administrative Council which, with the assistance of the Financial 
Analyst/Budget Officer, consults with the Council of Deans, the Faculty 
Welfare Committee, and appropriate others, annually, and proposes the annual 
operating budget . (See also 1.7 . 6.1.) 
1.7.2 . 5 . College Rank and Tenure Committee 
Role : The College Rank and Tenure Committee makes recommendations to the 
~ ~ 
President on tenure and promotion , and makes recommendations to the Academic 
Vice President on reappointment subsequent to interim reviews. 1 For 
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1.7.2.5. College Rank and Tenure Committee (continued) 
procedures see 2.6.2.2.). 
Membership: 
Academic Vice President, chairperson (without vote) 
one undergraduate representative each from the Schools of Liberal Arts, 
Science, and Economics and Business Administration, elected for a 
three-year term, one elected each year so that the terms are staggered; 
one representative from the graduate programs, elected for a three-year 
term; 
three members-at-large (undergraduate or graduate), elected for two-year 
terms, staggered so that two are elected in one year and one in the 
following year; 
one alternate member (undergraduate or graduate), elected each year for 
a one-year term. The alternate member is that faculty person receiving 
the highest number of votes for member-at-large in the regular member-
at-large elections. The alternate member does not attend committee 
meetings unless called upon to do so by the committee because the 
extended absence of a regular member would prevent conducting business 
in a timely manner. 
In the event a committee member becomes ineligible to serve, due to 
sabbatical, leave of absence, or is to be considered for promotion, a 
replacement election must be held. 
In the event of resignation, an election must be held as soon as possible 
thereafter, if the committee is sitting or is to sit. 
Faculty Qualifications for Election: 
1) Full-time tenured undergraduate and graduate faculty whose duties 
are primarf'l-y-tn~trructional (i.e. who do not teach less than 5/7ths) 
and who have attained the rank of ~~cia~e~Profes l?gr are eligible 
for membership-at-large; 
2) For representatives of a School to the qualifications in ~ are 
added: Members must be from the School electing them unless no one 
from the School is eligible; if a faculty member holds appointment 
in two Schools, he/she must choose the School of eligibility; 
3) For the graduate program representative, to the qualifications in~ 
are added: Members must be from the graduate programs unless no one 
from the graduate programs is eligible, and graduate faculty must 
have their instructional duties primarily in graduate programs (four 
or more courses per year); 
4) Members of the faculty are ineligible for election during their 
sabbatical year, leave of absence, or if they are to be considered 
f d'f=pfomot i on . 
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1.7.2.5 . College Rank and Tenure Committee (continued) 
Voting Rights: 
1) All full-time faculty who appear on the Rank and Tenure Roster, 
those who hold temporary or reduced full-time appointment, 
professors emeriti, may vote for appropriate members as specified: 
a) All may vote for representatives-at-large; 
b) Only those holding appointment in the School may vote for the 
School representatives (if a faculty member holds appointment in 
more than one School, he/she must decide in which School voting 
will take place); 
c) Only those teaching at least two graduate courses per year may 
vote for the graduate representative. 
Election Procedures 
1) At the beginning of the fall term the office of the Academic Vice 
President commences distribution of ballots through faculty boxes or 
by mail in the following election order: a) representatives of the 
School and of the graduate program; b) full-time at-large members; 
c) replacement members; 
2) Balloting is conducted during one "school week" (five school days in 
the undergraduate calendar); ballots must be received by the 
prescribed date and time to be valid; 
3) The initial ballot is a nominating ballot and contains the names of 
all eligible faculty for the position; two nominations must be made 
for the ballot to be valid; the two nominees receiving the largest 
number of votes are placed on the election ballot (in case of a tie, 
the tied nominees are placed on the ballot); 
4) The election ballot contains the names of the nominees; the nominee 
receiving the largest number of votes is elected; if the election 
is for a member-at-large, the runner-up becomes the alternate member 
of the Rank and Tenure Committee. 
Meetings : The sessions of the College Rank and Tenure Committee are called by 
the Academic Vice President. They are not open to the public. The President 
of the College has the privilege to attend meetings without vote. 
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1.7.2 . 5 . l . Student Rank and Tenure Committee 
Role: The Student Rank and Tenure Committee is advisory to the College Rank 
and Tenure Committee regarding reappointment, tenure and promotion of full-
time faculty teaching undergraduate courses. It is charged with supplying the 
College Rank and Tenure Committee with student questionnaire data on the 
teaching effectiveness of faculty being considered by the College Rank and 
Tenure Committee for interim review, tenure and promotion. It makes formal 
written recommendations on candidates for tenure and promotion. 
Meetings: Meets as often as necessary, depending on the number of personnel to 
be reviewed. 
Membership: 
chairperson appointed by the Student Body President; 
five to six members appointed by the Student Executive Council 
I 
l 
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1.7.2.6. Affirmative Action Compliance Committee 
Role: The Affirmative Action Compliance Committee is responsible for: 
1. Reviewing College policies, procedures, and progress regarding 
affirmative action in hiring, promotion, searching for and evaluating 
College personnel; 
2. Hearing allegations of sexual harassment or discrimination on the basis 
of race, color, religion, national origin, sex, age, or disability 
according to due process. 
Meetings: The Affirmative Action Compliance Committee will meet at least once 
annually to assess affirmative action policies, procedures and progress. 
Other meetings will be convened by the chairperson to hear any complaints 
submitted for its consideration . 
Membership: 
Director of Personnel Services, chairperson 
two full-time members of the undergraduate faculty, elected by the 
undergraduate faculty 
one full-time member of the School of Extended Education, elected by the 
members of the School of Extended Education 
one full-time member of the graduate faculty, elected by the graduate 
faculty 
two full-time members of the College staff, appointed by the Director of 
Personnel Services 
Each member of the Affirmative Action Compliance Committee other than the 
chairperson shall have an alternate. In those memberships which are elected, 
the next runner-up shall serve as alternate. In those memberships which are 
appointed, an alternate shall also be appointed. The chairperson shall 
designate one member to serve as chairperson in his/her absence. 
Terms of membership shall be two years. One undergraduate faculty member 
shall be elected every year, and one staff member shall be appointed every 
year. 
A quorum of members must be present for the Affirmative Action Compliance 
Committee to conduct its business. A quorum shall consist of five (5) members 
or their alternates. 
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1.7.2 . 7 . Section 504 Compliance Committee 
The Section 504 Compliance Committee advises the Director of Personnel 
Services on matters pertaining to compliance with Section 504 of the 
Rehabilitation Act of 1973 which guarantees rights to qualified disabled 
individuals. 
1.7.2.8. Title IX Council 
The Title IX Council advises the Title IX Coordinator on matters pertaining to 
Title IX of the Education Amendments of 1972 providing for Non-discrimination 
on the Basis of Sex under the Federally Assisted Education Programs and 
Activities . The Council is concerned with compliance, enforcement, and 
equality of opportunity in areas specifically covered by the legislation . 
Members are three faculty appointed by the Academic Vice President , three 
staff persons appointed by the Director of Personnel Services, three students 
appointed by the Student Body President (all the above for a renewable one-
year term of appointment) . Ex-officio members are the Dean for Student 
Development, the Director of Personnel Services, and the President of the 
College . The Council meets as often as needed. 
1.7 . 2 . 9 . Classification Committee 
The Classification Committee evaluates new jobs and reviews appeals of 
classification of existing jobs for placement in the administrative/staff 
classification system . Members are appointed by the President. The committee 
normally meets once a month. 
l. 7 . 2 . 10 . Benefits Advisory Committee 
The Benefits Advisory Committee advises the Personnel office on possible 
benefits policy changes and meets with the representatives of benefit 
providers to review potential changes in coverage. The group also may suggest 
modifications in College policy governing benefits . Members are four faculty 
members, two administrative staff members , and two support staff members , 
appointed by the Director of Personnel Services. The committee normally meets 
three or four times a year . 
l. 7. 2 . 11. Financial Aid Appeals Committee 
The Financial Aid Appeals Committee conducts hearings for students who wish to 
appeal their financial aid . Members are the Associate Director of Financial 
Aid, who serves as chairperson, and members from the faculty selected by the 
Director of Financial Aid . 
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1. 7. 3. Academic Affairs : Faculty Representatives and Committees 
1.7.3 . 1. Faculty Representative to the Board of Trustees 
The Faculty Representative to the Board of Trustees serves as a liaison 
between the faculty and the Board of Trustees. The representative is expected 
to report the action and expressed attitude of the Board to the Academic 
Senate after each meeting of the Board of Trustees, and to report the 
interests and concerns of the Academic Senate and the faculty to the Board of 
Trustees as occasion, interest, or propriety require . The representative has 
voice but no vote, and is expected to respect those matters designated by 
confidential by the Chairman of the Board . 
The representative is appointed by the Chairman of the Academic Senate with 
the advice and consent of the Senate, for a two -year term. Only in 
extraordinary cases may a substitute take the place of the Faculty 
Representative to the Board of Trustees . 
1.7.3.2 . Faculty Representative to the Alumni Board of Directors 
The Faculty Representative to the Alumni Board of Directors serves as liaison 
between the Academic Senate and the Alumni Board of Directors. The 
representative is expected to report the action and expressed attitude of the 
Alumni Board of Directors to the Academic Senate , and to report the interests 
and concerns of the faculty to the Alumni Board of Directors, as occasion, 
interest, or propriety require . The representative has voice but no vote . 
The representative is a member of the Alumni Faculty Relations Committee and 
advises the committee on the types of activities designed to promote 
interaction between the faculty and the alumni, and a member of the Faculty 
Fellowship Fund Review Committee which selects the annual Faculty Fellowship 
Fund recipient. The representative is encouraged to attend the four Alumni 
Board of Directors yearly meetings, the annual workshop , and all meetings of 
the Alumni Faculty Relations Committee . 
The representative is elected by the faculty for a two-year term. 
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l. 7. 3. Academic Affairs Committees 
1.7.3.3. Council of Deans 
Role: The Council of Deans advises the Academic Vice President regarding: 
1 . All academic matters (programs, management, requirements, etc.) as 
requested by the Academic Vice President (e.g., recommendations from 
various councils, committees, etc.); 
2. Development and updating of long-range academic planning and the 
academic master plan; 
3. Quality assurance of all academic programs and activities. 
Membership: 
Academic Vice President, chairperson 
Dean of the School of Liberal Arts 
Dean of the School of Science 
Dean of the School of Economics and Business Administration 
Dean of the School of Education 
Dean of the School of Extended Education 
Dean of the Intercollegiate Nursing Program 
The Academic Vice President may augment the Council membership as appropriate 
by inviting other administrators to participate in a specific meeting. 
The Council of Deans ordinarily meets every two weeks. Additional meetings 
may be called by the chairperson. 
1.7.3.4. Undergraduate Council 
Role: The Undergraduate Council makes recommendations to the Academic Senate 
on the undergraduate programs in the Schools of Liberal Arts, Science, 
Economics and Business Administration, Extended Education, and the 
Intercollegiate Nursing Program regarding: 
1. Academic regulations (academic credit, grading standards, appropriate 
number of class hours for courses and laboratories, student academic 
honesty policy, academic probation and disqualification, graduation 
requirements for all undergraduate programs, etc.) 
2. Admission standards 
3. Professional standards for faculty 
4. Standards and evaluation processes for both faculty and students, 
including rank and tenure standards and procedures (recommendations on 
the latter are made to the Governance Committee) 
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1.7.3 . 4. Undergraduate Council (continued) 
academic matters (sabbatical leave, faculty teaching load, etc.) 
6 . The academic calendar (schedule, January Term policies, etc.) 
7. Student honor awards; student honor society 
The Undergraduate Council also makes recommendations on academic matters 
suggested by the Academic Vice President, a School Dean, the Academic Senate, 
members of the faculty, or undertaken on its own initiative, without prejudice 
to other academic committees . 
Meetings : Meetings are normally held every two weeks, and are scheduled by 
the chairperson . 
At least one week prior to each meeting, agendas are sent to the Academic Vice 
President, all School Deans, the chairperson of the Academic Senate, and 
chairpersons and directors of departments or programs with an undergraduate 
component . The minutes are sent to the Academic Vice President, all School 
Deans , and the chairperson of the Academic Senate . 
The Undergraduate Council is expected to seek the views of the College 
community , both faculty and administration, during its deliberations . The 
Council may invite members of the community who are knowledgeable about a 
topic on its agenda to appear before it. The Academic Vice President and/or a 
School Dean may appear before the Council to discuss and/or present a topic on 
its agenda as they request . It is the responsibility of the chairperson of 
the Council to facilitate and schedule such appearances. The Council may 
request that the Academic Senate hold an open meeting to discuss a topic prior 
to the Council's deliberations on it or to discuss a preliminary draft of a 
document prior to the Council's recommending it to the Academic Senate. 
Written views and recommendations to the Council are encouraged. 
The chairperson of the Undergraduate Council attends every meeting of the 
Academic Senate, Executive and General, to report on work in progress in the 
Council . 
Membership 
The Undergraduate Council is composed of eleven members and a chairperson . 
The vice-chairperson assumes the office of chairperson after serving one year 
as vice - chairperson . 
chairperson (this position carries a one - course release from teaching 
duties and appropriate secretarial assistance) 
vice-chairperson (chairperson elect) 
two academic Deans appointed by the Academic Vice President to serve two-
year terms 
one faculty member elected from the School of Liberal Arts 
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1.7 . 3 . 4 . Undergraduate Council (continued) 
one faculty member elected from the School of Science 
one faculty member elected from the undergraduate program in the School of 
Economics and Business Administration 
one faculty member elected from the School of Extended Education 
one faculty member elected from the Intercollegiate Nursing Program 
two faculty members elected at-large from the Schools of Liberal Arts, 
Science, Extended Education, or the undergraduate program in the School of 
Economics and Business Administration 
Dean for Academic Services, ex officio 
The vice-chairperson (chairperson elect) is elected by the faculty at-large 
for a one-year term as vice-chairperson from the Schools of Liberal Arts, 
Science, Extended Education, or the undergraduate program in the School of 
Economics and Business Administration . The vice-chairperson acts as 
chairperson in his/her absence. If the vice-chairperson is unable to assume 
the office of the chairperson upon the latter's completion of hisjher term 
the Undergraduate Council in consultation with the chairperson of the Academic 
Senate will select an experienced member of the Undergraduate Council to 
assume the duties of chairperson. The vice-chairperson assumes the office of 
chairperson for a one -year term after serving as vice-chairperson for one 
year . 
All faculty members must satisfy the Qualifications for Election (see 
1 . 6.1.1.). 
Terms of members are for two years, staggered among the Schools . 
1.7.3.5. Graduate Council 
Role : The Graduate Council makes recommendations to the Academic Senate 
regarding graduate programs in all Schools of the College: 
1 . Curriculum (new programs , periodic review and evaluation of existing 
programs, discontinuance of existing programs, etc.) 
2. Academic regulations (academic credit, grading standards, appropriate 
number of class hours for courses and laboratories, student academic 
honesty policy, academic probation and disqualification, graduation 
requirements for all graduate programs, etc.) 
3. Admissions standards 
4 . Professional standards for faculty 
5. Standards and evaluation processes for both faculty and students, 
including rank and tenure standards and procedures (recommendations on 
the latter are made to the Governance Committee) 
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1.7.3.5. Graduate Council (continued) 
6 . Faculty personnel matters, including Faculty Handbook regulations on 
academic matters (sabbatical leave, faculty teaching load, etc.) 
7. The academic calendar for all graduate programs 
8. Student honor awards 
The Graduate Council also makes recommendations on academic matters suggested 
or referred by the Academic Vice President, the Academic Senate, members of 
the faculty, or undertaken on its own initiative, without prejudice to other 
academic committees. 
Meetings 
The Graduate Council ordinarily meets at least three times per year. 
Additional sessions may be called by the chairperson or upon written request 
of half of the membership. Meetings are scheduled and chaired by the Dean of 
the School of Education. 
Membership 
Dean, School of Education (chairperson) 
Director, Graduate Business Programs (vice-chairperson) 
Chairperson, Graduate HPE&R 
Chairperson, Graduate Psychology 
Chairperson, Graduate Theology 
Chairperson, Graduate Health Services Administration 
Chairperson, Graduate Contract Management 
one faculty member elected by the Undergraduate Council from among its 
members 
one faculty member elected from the School of Education 
one faculty member elected from the Graduate Business Program 
All faculty members must satisfy Qualifications for Election (see 1.6 .1.1.). 
Member elected from the Undergraduate Council has one-year term, renewable for 
one year. Members elected from School of Education and from Graduate Business 
Program have two-year terms, staggered. 
1.7.3.6. Undergraduate Curriculum Committee 
Role: The Undergraduate Curriculum Committee reviews all undergraduate degree 
and nondegree curricular proposals as specified below, and makes 
recommendations to the Academic Senate on the undergraduate curriculum in the 
Schools of Liberal Arts, Science, Economics and Business Administration, 
Extended Education, and the Intercollegiate Nursing Program regarding matters 
that include : 
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1 . 7.3 . 6 . Undergraduate Curriculum Committee 
1 . Review of all credit and noncredit courses proposed for addition to the 
undergraduate College catalogs, except January Term courses 
2 . Special departmental course problems 
3 . Interdepartmental course proposals, including revision in courses which 
affect other departments 
4. New degree and nondegree programs and majors and minors 
5 . The discontinuance of existing degree and nondegree programs or majors 
and minors 
6 . Content and quality of all undergraduate degree and nondegree programs 
following periodic review 
7 . Proposed changes in School, department or degree and nondegree program 
course offerings that result in a change in requirements for 
undergraduate students 
The Undergraduate Curriculum Committee also makes recommendations on academic 
matters suggested or referred by the Academic Vice President, the Academic 
Senate, members of the faculty, or undertaken on its own initiative, without 
prejudice to other academic committees. 
Meetings: Meetings are ordinarily held every two weeks at the request of the 
chairperson or at the request of the Undergraduate Council. 
The Undergraduate Curriculum Committee may invite administrators and other 
nonfaculty members of the College to its meetings as a means of obtaining 
additional input in performing its role . Additionally, administrators and 
other members of the College not serving on the Undergraduate Curriculum 
Committee may request to attend the meetings of the Committee. 
The chairperson of the Undergraduate Curriculum Committee attends every 
meeting of the Academic Senate, Executive and General, to report on work in 
progress by the Committee . 
Membership : The Undergraduate Curriculum Committee is composed of twelve 
members and a chairperson. The vice-chairperson assume the office of 
chairperson after serving one year as vice-chairperson . 
chairperson (this position carries a one-course release from teaching 
duties and appropriate secretarial assistance) 
vice-chairperson (chairperson elect) 
one faculty member elected from the School of Liberal Arts 
one faculty member elected from the School of Science 
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1.7.3.6. Undergraduate Curriculum Committee (continued) 
one faculty member elected from the undergraduate program of the School of 
Economics and Business Administration 
one faculty member elected from the School of Extended Education 
one faculty member elected from the Intercollegiate Nursing Program 
one student representative appointed by the Student Body President 
one student representative from the School of Extended Education 
one student representative from the Intercollegiate Nursing Program 
Dean for Academic Services, ex-officio 
Director of Collegiate Seminar, ex-officio 
Director of January Term, ex-officio 
The vice-chairperson (chairperson elect) is elected by the faculty at-large 
for a one-year term as vice-chairperson from the Schools of Liberal Arts, 
Science, Extended Education or the undergraduate program in the School of 
Economics and Business Administration. The vice-chairperson acts as 
chairperson in his/her absence. The vice-chairperson assumes the office of 
chairperson for a one-year term after serving as vice-chairperson for one 
year. If the vice-chairperson is unable to assume the office of chairperson 
upon the latter's completion of hisjher term, the Undergraduate Curriculum 
Committee in consultation with the chairperson of the Academic Senate will 
select an experienced member of the Undergraduate Curriculum Committee to 
assume the duties of chairperson. 
All faculty members must satisfy the Qualifications for Election (see 
1.6.1.1.). 
Faculty members in the Schools of Liberal Arts, Science , and Economics and 
Business Administration are elected for three-year terms . The terms are 
staggered so that one member's term in those Schools expires each year. The 
faculty members from the School of Extended Education and the Intercollegiate 
Nursing Program serve for two-year terms. Student representatives are one-
year terms. Terms are renewable once consecutively. 
1. 7. 3 . 7 . Committee on Undergraduate Admissions and Financial Aid 
Role : The Committee on Undergraduate Admissions and Financial Aid makes 
recommendations to the Academic Senate on matters relating to undergraduate 
admissions and financial aid policies and processes of the College. The 
admissions process is defined as the method of defining goals, determining 
policies, and developing recruitment strategies, of implementing both policies 
and strategies, and of evaluating their pursuit and effect. The Committee's 
areas of concern include: 
1. Recruitment, admissions, and financial aid goals, policies and standards 
2 . The selection process 
3. Faculty role in recruitment and admissions processes 
4. Pre-matriculation advising 
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1.7.3.7. Committee on Undergraduate Admissions and Financial Aid 
(continued) 
5. Factors affecting the admissions yield such as financial aid, housing, 
marketing, honors-at-entrance programs, transfer articulation, new 
student orientation, and pre-college academic support programs 
6. Review and evaluation of the recruitment, admissions, and financial aid 
processes 
Meetings: Ordinarily, the committee meets monthly during the academic year. 
The committee is chaired by a faculty member elected annually by the entire 
membership of the committee. 
Membership: 
two faculty members from the Schools of Economics and Business 
Administration, Science and Liberal Arts, one elected by the faculty of 
the School and one appointed by the Dean of the respective School 
one faculty member elected by the faculty of the School of Extended 
Education 
one faculty member elected by the faculty of the Intercollegiate Nursing 
Program 
Dean of Admissions, ex-officio 
Dean of Advising Services/Special Programs, ex-officio 
Director of Financial Aid, ex-officio 
Director of School Relations, ex-officio 
Registrar, ex-officio 
either Director of Marketing or Coordinator of Admissions, School of 
Extended Education, ex-officio 
All faculty members must satisfy the Qualifications for Election (see 
1.6.1 .1.). 
Faculty members serve three-year terms, so arranged that the elected faculty's 
three-year terms are staggered with the appointed faculty's three-year terms. 
1.7.3 . 8. Saint Mary's College-Samuel Merritt College Interinstitutional 
Council 
Role: The Interinstitutional Council facilitates coordination of the 
Intercollegiate Nursing Program. It advises the Dean of the Intercollegiate 
Nursing Program on the program in such areas as: 
1. Approval of specific degree requirements and major curricular revisions 
within the context of the Agreement between the two parent institutions 
2. Academic policies and procedures (e.g., grading appeals and grievances, 
withdrawals, student disqualification from the program) 
3 . Communication and dissemination of information 
4. Program coordination: long range planning, program evaluation , joint 
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1.7.3.8. Saint Mary's College-Samuel Merritt College Interinstitutional 
Council (continued) 
operational activities (recruitment, admissions, records, student 
services) 
The Dean of the Intercollegiate Nursing Program is responsible for making 
recommendations to the Undergraduate Council, the Undergraduate Curriculum 
Committee and to the Academic Senate, as pertinent. 
Meetings: The Interinstitutional Council meets at least three times per year. 
The chairperson may schedule additional meetings. 
Membership: 
Dean of the Intercollegiate Nursing Program, chairperson 
chairperson, Nursing Program 
Dean of Student Services (Merritt) 
Dean for Academic Services (Saint Mary's) 
two faculty members from Saint Mary's College appointed by the Academic 
Vice President 
two faculty members from Merritt College appointed by the President of 
the College 
two student members, one from Saint Mary's College, one from Merritt 
College, appointed by the student body presidents of the two 
institutions 
Academic Vice President (Saint Mary's), non-voting, ex-officio 
President (Merritt), non-voting, ex-officio 
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1.7.3.9 . Library Committee 
Role: The Library Committee will serve as an advisory resource to the 
Director of the Library. The chairperson of the Library Committee will serve 
as a liaison between Director of the Library and the Academic Senate. The 
chairperson of the Library Committee will report to the Academic Senate on the 
following issues: 
1. Relations between the professional library staff and other 
segments of the College, 
2. Acquisitions and collection development, 
3 . Budgetary needs, 
4. Public services of the library. 
Meetings : The Library Committee shall meet four times per academic year. 
Additional meetings may be called by the Academic Senate, the chairperson of 
the Academic Senate or at the request of a majority of the committee. The 
committee will elect its own chairperson from among its sitting faculty 
members. The chairperson, in consultation with the Director of the Library, 
shall prepare the agenda for committee meetings. 
Membership: 
1. 7. 3 .10. 
four full-time undergraduate faculty members, one each from the 
schools of Liberal Arts, Science, Economics and Business 
Administration, and Extended Education, appointed by the Deans of 
the respective Schools for two-year renewable terms, appointments 
to be staggered 
one full-time graduate faculty member, appointed by the 
chairperson of the Graduate Council, for a two-year term 
one professional librarian, appointed by the Director of the 
Library, for a two-year term 
one graduate student, appointed by the chairperson of the Graduate 
Council 
one undergraduate student, appointed by the Student Body 
President, ASSMC 
one undergraduate student from the School of Extended Education, 
elected by the class representatives 
chairperson of the Intercollegiate Nursing Program 
Director of the Library 
January Term Committee 
Role: To recommend to the Dean of the School of Liberal Arts guidelines and 
policies for the January term; to review proposals for courses offered during 
that term, including independent study proposals; to supervise catalog 
publication for each January; to evaluate preregistration results for that 
term; to recommend policy regarding coordination with other 4-1-4 colleges; to 
recommend and review other academic activities undertaken in January; to 
review and evaluate each January term at its conclusion. 
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l. 7. 3 .10. January Term Committee {continued) 
Meetings: The chairperson calls meetings at appropriate times to evaluate 
proposals, to plan preregistration, to review its results, etc. 
Membership: 
Director of the January term {chairperson) 
four full-time faculty members appointed by the Dean of the School of 
Liberal Arts for three-year {staggered) terms 
one student appointed by the Student Body President 
Dean for Academic Services, ex-officio 
Registrar, ex-officio 
1.7.3.11. Committee on Academic Petitions and Standards 
Role: A faculty/student committee which hears appeals from undergraduate 
students regarding decisions concerning academic regulations and standards 
affecting them individually. A standing committee, it is convened by the Dean 
for Academic Services, at the request of the student: 
1. To hear appeals regarding decisions of the Dean of the School or of the 
Registrar {and approved by the Dean of the School) concerning courses, 
standards, academic regulations and requirements for graduation; 
2. To hear appeals regarding grades given by instructors; 
3. To hear appeals regarding charges of plagiarism lodged against students 
by instructors or by the Registrar. 
Membership: 
Three full-time undergraduate faculty members, one each from the Schools of 
Liberal Arts, Science, and Economics/Business Administration, appointed by the 
Academic Vice President and confirmed by the Undergraduate Council. Two 
students appointed by the Student Body President and confirmed by the 
Executive Council. The standing committee is augmented by a full-time faculty 
member chosen by the student and a full-time faculty member chosen by the 
other principal. Three alternate full-time faculty members, one each from the 
above Schools, appointed by the Academic Vice President and confirmed by the 
Undergraduate Council, will be called if necessary to committee service, in a 
predetermined order. Appointments of the first three faculty members and 
alternates are for three years and are staggered. The students are appointed 
for one-year, renewable terms. 
-
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1.7.3.11 Committee on Academic Petitions and Standards (continued) 
Procedures: 
1. When the student is appealing a decision by the Dean and/or 
Registrar, or appealing a grade given by an instructor (see (1) 
and (2) above), the student must file a notification to that 
effect with the Dean for Academic Services within one month from 
the beginning of the next long term. (For procedures in the case 
of a charge of plagiarism, see Academic Honesty Policy, 3.1.1 . ). 
2 . The student is normally expected first to take his/her grievance 
to the instructor or administrator involved . If the student is 
not satisfied with the outcome, he/she should next take the 
grievance to the department chairperson or to the appropriate 
academic administrator. 
3 . If the grievance is not resolved in step 2, the student will file 
a petition with the Dean for Academic Services. Petition forms are 
available in that Dean's office. The Dean will notify the 
appropriate instructor, department chairperson, and the School 
dean that a petition has been filed . 
4 . If the student decides not to pursue the grievance , he/she must 
advise the Dean for Academic Services that the notification and/or 
petition be withdrawn. 
5 . The grievance must be brought to the Committee on Academic 
Petitions and Standards before two long terms have elapsed since 
the term in which the cause for appeal occurred . 
6. The committee will not consider a grievance until and unless all 
the above avenues of informal resolution have been pursued . 
7 . In convening for a specific case, the committee chooses its own 
chairperson . Minutes of the proceedings will be taken and kept on 
file in the office of the Dean for Academic Services . All 
proceedings and correspondence, and the minutes are confidential. 
8 . In hearing an appeal, the committee has authority to 
a) set time limits on presentations by representatives of the 
two principals; 
b) request written depositions from the principals, if 
necessary; 
c) determine if the principals are to appear before it. 
9 . The committee, upon reaching a majority decision, has the 
authority in the individual case to instruct the Registrar to 
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1.7.3.11. Committee on Academic Petitions and Standards (continued) 
waive an academic regulation or requirement, make an exception to an 
academic standard, or to change a grade. 
10. The committee gives written notification of its decisions to the 
principals. 
1. 7. 3 .12. Committee on Student Advising 
Role: The Committee on Student Advising is advisory to the Dean of Advising 
Services, reviews the undergraduate academic advising program and makes 
recommendations to enhance the quality and effectiveness of advising at the 
College. 
Meetings: The Committee on Student Advising ordinarily meets monthly during 
the academic year. Additional sessions may be called by the chairperson or 
upon request of the members of the committee. Meetings are scheduled and 
chaired by the Dean of Advising Services. 
Membership: 
Dean of Advising Services (chairperson) 
three faculty members, appointed one each by the Deans of the Schools of 
Liberal Arts, Science, and undergraduate Economics and Business 
Administration, respectively 
three students, one each from the above Schools, appointed by the ASSMC 
President 
Director of Admissions, ex-officio 
Registrar, ex-officio 
All members are appointed to renewable one-year terms . 
1. 7 . 4. Faculty Affairs Committees 
1.7 . 4.1. Grievance Committee 
The Grievance Committee will be constituted as follows: 
Membership : 
6 undergraduate faculty members, two elected at-large each year by the 
undergraduate faculty, to three-year terms 
2 graduate faculty members, elected at-large by the graduate faculty to 
three-year terms 
1 Extended Education undergraduate faculty member, elected by the 
Extended Education faculty for a three-year term 
Elections of the graduate and Extended Education faculty members are so 
arranged that one is elected each year . 
Vacancies of regular committee members are filled in the next election. 
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1.7.4 . 1. Grievance Committee (continued) 
Vacancies are filled for the amount of term remaining. 
Department chairpersons are not eligible to serve on the Grievance Committee. 
Faculty members who sit, or who sat in the year preceding, on the College Rank 
and Tenure Committee, are not eligible to serve on the Grievance Committee. 
The committee will have an alternate membership composed of the runners-up to 
each of the regular members elected in that year, the alternates to have one -
year terms. The alternates form a pool to replace any regular member who, 
through appointment to department chairperson, or election to the College Rank 
and Tenure Committee, or any other cause, becomes ineligible to serve on the 
Grievance Committee . Runners-up to the graduate faculty members elected, and 
runners-up to the Extended Education faculty member will serve as alternate to 
either the graduate faculty member or Extended Education faculty member. In 
the event of a replacement the next runner-up becomes the alternate . 
For the hearing of each 
challenge two members . 
committee is reduced to 
the committee. 
particular case, each party to the grievance can 
If insufficient challenges are registered, the 
five by lot, the chairperson to be elected by 
The chairperson of the Academic Senate will insure that the committee be 
operative within five school days from the request for a hearing . 
For Grievance Procedures , see 2.16.3. 
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1.7.4.2. Committee on Faculty and Curriculum Development 
Role: The Committee on Faculty and Curriculum Development reviews 
applications from undergraduate faculty members for grants from the Faculty 
and Curriculum Development Fund (see also 2.10 . 2 . ) . 
Meetings: The chairperson of the committee calls meetings monthly to evaluate 
applications. 
Membership: Dean for Academic Services (chairperson); Director of Faculty 
Development and Scholarship; three full-time undergraduate faculty members, 
one each from the Schools of Liberal Arts, Science, and Economics and Business 
Administration , appointed by the Dean of the School. 
1.7.4.3 . Faculty Welfare Committee 
Role: The Faculty Welfare Committee represents the faculty on the College 
Budget Committee and other appropriate committees by participating in 
discussion and determination of financial priorities, faculty salaries, and 
fringe benefits, and by promoting and protecting faculty interest in matters 
concerning working conditions, such as office space, secretarial assistance, 
communications, and parking facilities. 
The members shall be free to exercise their own individual judgment while 
consulting with the College Budget Committee as elected and therefore 
accountable representatives of the faculty. 
Meetings: The Faculty Welfare Committee meets according to the schedule 
outlined by the College Budget Committee and at other appropriate times as 
scheduled by the chairperson of the committee. The Faculty Welfare Committee 
informs the Academic Senate of its proceedings regularly and/or on request . 
Membership : 
three full-time undergraduate faculty members , elected at large by the 
undergraduate faculty from the Schools of Liberal Arts, Science, and 
Economics and Business Administration, for two-year staggered terms; 
one graduate faculty member, elected by the graduate faculty of the 
Schools of Graduate Business and Graduate Education, for a two-year 
term; 
one undergraduate faculty member from the School of Extended Education, 
elected by the Extended Education faculty for a two-year term. 
The terms of the graduate faculty member and the undergraduate Extended 
Education faculty member shall be staggered. 
The committee shall elect its own chairperson . 
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1.7 . 4 . 4 . Academic Senate Committees 
1.7 . 4.4.1. Faculty Handbook Review Committee 
Role: The Faculty Handbook Review Committee is a standing committee of the 
Academic Senate and meets as often as needed to prepare publication of the 
Faculty Handbook (see 1.8., Revision Procedures for the Faculty Handbook). 
Membership : Dean for Academic Services (chairperson), Director of Personnel 
Services, five faculty members (one from each School), appointed by the 
chairperson of the Academic Senate. 
1 . 7.4.4.2 . Faculty Elections Committee 
Role: The Faculty Elections Committee is a standing committee of the 
Academic Senate, charged with responsibility for conducting faculty elections 
(see 1.6.1 . 1.). The committee reports regularly to the Academic Senate. 
Membership : Six faculty members, one from each School, appointed by the 
chairperson of the Academic Senate for staggered two-year terms, and the vice-
chairperson of the Academic Senate. The committee chairperson is appointed by 
the chairperson of the Academic Senate. Because of the close ties between 
this committee and the Senate (which has overall responsibility for faculty 
elections), an effort is made to include several senators among the six 
members of the committee . 
1 . 7.4 . 4 . 3 . Faculty Committee on the Bookstore 
Role : The Faculty Committee on the Bookstore represents the faculty in 
dealings with both the administration and the Bookstore management in regard 
to all Bookstore matters. The committee reports to the Academic Senate. 
Meetings: The chairperson of the committee calls meetings at appropriate 
times (for example, to review faculty requests and recommendations concerning 
the Bookstore). 
Membership: Five faculty members appointed by the chairperson of the Academic 
Senate, the choice of members to be as representative as possible. The 
committee selects its own chairperson. 
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1. 7. 5. Student Affairs Committees 
1.7.5 . 1. Athletic Advisory Committee 
The Athletic Advisory Committee advises the Vice President for Student Affairs 
and the Director of Athletics on matters pertaining to the program of 
intercollegiate athletics at Saint Mary's College . Members are the Vice 
President for Student Affairs (chairperson), Director of Athletics, Assistant 
Athletics Director for Academic Services, two faculty members appointed by the 
Academic Senate, two students appointed by the Student Body President, the 
president of the Gaelsports club, two staff members appointed by the Vice 
President for Student Affairs. 
1.7.5 . 2 . Career Development Center Advisory Board 
The Career Development Center Advisory Board provides guidance and direction 
to the Career Development Center's planning and placement activities. Members 
are the Career Development Center Director, Associate Director, Assistant 
Director, Career Management Consultant, Dean for Student Development, Alumni 
Director, two faculty or administrative staff, two alumni, two students 
appointed by the Student Body President , two persons from the business 
community , a Career Placement Director from local college/university, and an 
employer Human Resources Recruiter . Meets least four times a year . 
1 . 7 . 5 . 3 . Disciplinary Hearing Board 
The Disciplinary Hearing Board is responsible for the determination of 
appropriate disciplinary action in referred cases ; addresses itself primarily 
to individual student and student organization disciplinary cases involving 
infractions of College rules and regulations . Members are the Dean for 
Student Development (chairperson), two undergraduate faculty members nominated 
by the Undergraduate Council , Student Body President , and one faculty member 
recommended by the student involved . Meets at the request of a student, the 
Dean of Campus Life, or the President. 
1.7.5 . 4. Committee on Campus Life 
The Committee on Campus Life advises the Vice President for Student Affairs on 
matters pertaining to student policies, including residential living. Members 
are the Dean of Campus Life (chairperson), Director of Housing, three members 
of the residence life staff appointed by the Dean for Campus Life and three 
students appointed by the ASSMC President. Meets at least twice a year . 
1.7 . 5 . 5 . Student Health Committee 
The Student Health Committee advises the Health Services staff and the Vice 
President for Student Affairs on matters pertaining to student health services 
and issues , and coordinates an annual event that addresses student health 
concerns . Members are the Dean for Student Development (chairperson) , the 
College physician, the Dean of the Intercollegiate Nursing Program (or her 
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1.7.5.5. Student Health Committee (continued) 
delegate), the Athletic Trainer, two faculty members from the Biology 
Department, and three students, one of whom must be a Resident Assistant, 
appointed by the Student Body President. Meets at least three times a year. 
1. 7. 6. Administration/Chief Financial Officer Committees 
1.7.6.1. College Budget Committee 
The College Budget Committee is concerned with the planning process and with 
development and review of the annual operating budget of the College. Members 
are the Administrative Council which, with the assistance of the Assistant 
Vice President for Business Affairs, consults with the Council of Deans, the 
Faculty Velfare Committee, and appropriate others, annually, and proposes the 
annual operating budget. (See also 1.7 . 2.4.) 
1.7.6.2. Educational Technology Committee 
A committee of faculty and administrators, chaired by the Assistant Vice 
President for Research, Planning, and Technology and appointed by the 
President on the recommendations of the Vice Presidents, the Educational 
Technology Committee reviews the College's needs in the areas of educational 
technology, telecommunications and computing/information services. 
1. 7 . 7. Advancement 
1.7.7.1. Advancement Committees 
Depending on the nature of the plans for development of the College, the Vice 
President for Advancement is advised by committees of the Trustees, Regents, 
alumni, faculty, administrators and students interested in the specific 
projects at hand. Included are such committees as the Alumni Board of 
Directors, the Gaelsports Board of Directors, the Executives' Symposium 
Steering Committee, and the ten standing committees of the Board of Regents. 
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1. 7. 8. Miscellaneous Committees 
1.7 . 8.1. CLAM (Committee on Lectures. Arts and Music) 
Role: The Committee on Lectures, Arts and Music schedules events for each 
academic year designed to enrich and broaden the cultural environment of Saint 
Mary's College and to appeal to the community surrounding the campus; 
allocates funds within the budget provided; coordinates publicity, facilities 
and staffing for events; evaluates the effectiveness and costs of the events. 
Membership : Chairperson (appointed by the President of the College) and four 
part-time staff persons: managing director, marketing director, technical 
director, administrative assistant . 
The committee welcomes suggestions for events which reflect the goals of the 
College and high artistic standards . Faculty, staff and students of the 
College are admitted to all events at a reduced cost (approximately 40% of 
regular ticket prices). Faculty and staff may purchase one additional ticket 
for each event at the discounted rate . 
1.7 . 8 . 2. Hearst Art Gallery Advisory Board 
The Hearst Art Gallery Advisory Board provides the Director of the Hearst Art 
Gallery with advice and assistance in policy formation, collection 
development, exhibition planning, budgeting, fundraising, and public 
relations . Members include one representative from the Development office , 
one representative from the Alumni Board, one representative from the Academic 
Senate, one representative from the Student Senate (the above to be appointed 
by their constituent groups) , the chairperson of the Art department (ex 
officio) , and other such members as are appointed by the Director of the 
Gallery, the total Board membership to be no less than eleven nor more than 
25 . The chairperson of the board is appointed by the Gallery Director . The 
board meets four times per year . 
1.7.8 . 3 . Orientation Committee 
The orientation of undergraduate students is a College activity that seeks to 
integrate new students into campus life. The orientation program is a shared 
responsibility of Academic Affairs and Student Affairs. The Office of Student 
Development and the Office of Advising Services jointly conduct orientation 
programs for new students at the beginning of each semester . A program for 
the families of new students is also provided prior to the beginning of the 
fall term. 
Role: The Orientation Committee oversees all phases of the orientation 
program, including its organization, implementation, and evaluation . The 
committee assesses the orientation program each year to determine if it is 
meeting the needs of the students and the College . The budget for orientation 
programs is planned jointly by the committee co - chairpersons (the Deans of 
Advising Services and of Student Development), who present it to the committee 
for review. 
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1.7.8.3 . Orientation Committee 
Meetings: The Orientation Committee meets at least four times a year. 
Additional sessions may be called by the co-chairperson or upon written 
request of half of the membership. 
Membership: 
Dean for Student Development (co-chairperson) 
Dean of Advising Services (co-chairperson) 
Dean for Academic Services 
Director of Admissions 
Director of Collegiate Seminar 
Registrar 
three full-time faculty members, appointed by the Deans of the Schools 
of Liberal Arts, Science, and Economics and Business Administration, for 
two-year, renewable terms 
three students (one each from the above Schools), appointed by the 
Student Body President, ASSMC, in consultation with the Dean for Student 
Development 
1. 8. REVISION PROCESS OF THE FACULTY HANDBOOK 
The Faculty Handbook is updated annually by the Faculty Handbook Review 
Committee, in collaboration with the Office of the Academic Vice President. 
The committee enters the following types of changes into the Handbook: 
1. Informational (e.g., changes in library hours, parking regulations, 
etc.). 
2. Annual, automatic changes (e.g., new salary scales). 
3. Revisions of policy and procedure (e.g., change in Rank and Tenure 
policy, changes in voting eligibility, etc.), after these have been 
considered by the Academic Senate and approved by the Academic Vice 
President 
The chairperson of the Faculty Handbook Review Committee solicits from all 
concerned information on revisions to the Handbook. Items under 1. and 2. are 
incorporated into the Handbook without formally seeking Academic Senate 
approval. The committee also makes minor editorial changes (e.g., minor 
additions, deletions, corrections, revisions of current material for the sake 
of clarity and accuracy) without seeking formal approval. 
Items under 3 . are incorporated following the committee's verification of 
review and/or approval by the appropriate bodies. 
The chairperson of the committee keeps a log of changes in the Handbook. In 
addition, entries which have been revised bear a notation to that effect in 
the Table of Contents (e.g . , "Rev. 8/94") and at the bottom of the page on 
which they appear in the text. 





2 .1. DEFINITIONS OF FACULTY STATUS 
2 . 1.1. Full-time Faculty (Ranked) 
2.1.1.1. Full-time Faculty: Terms and Conditions of Employment 
Terms and conditions of employment are contained in letters of appointment 
from the President, the Academic Vice President, or the Dean of the School, in 
letters of intent or contracts which are issued during the spring term of each 
year to returning faculty for the following academic year, and in this Faculty 
Handbook. 
In accepting the letter of intent or contract, each faculty member agrees to 
the following applicable conditions: 
1 . That , for full-time faculty, he/she will devote full time and effort 
during the period of the agreement to the performance of hisjher 
specified duties, and further, that he/she will not accept or engage in 
any other employment or activity which might interfere with the 
performance of the specified obligations without first securing approval 
in writing of the President. This written approval must be renewed 
annually . 
2. That he/she will teach such subjects in which he/she is qualified as are 
assigned by the College . 
3 . That, for full - time faculty, a full - time program normally consists of 
fourteen (14) unit hours per long term , or twenty-eight (28) per year or 
the equivalent thereof, depending on the number and type of preparations 
involved . 
4. That the College reserves the right to terminate the agreement at any 
time without further obligation thereunder in the event that the faculty 
member either voluntarily or for any reason whatsoever fails, refuses, 
or becomes incapable of performing the services agreed to be performed . 
5 . That he/she agrees to the provisions of the Faculty Handbook applicable 
to hisjher position. 
Full-time faculty are also expected to act as academic advisors to an assigned 
number of advisees, to undertake a reasonable number of independent study 
projects without additional pay, and to serve on faculty and college 
committees in addition to their teaching . Full-time faculty are also expected 
to undertake a reasonable amount of instruction substitution for department 
colleagues at the request of the colleague or chairperson (see Meeting 
Classes, 3 . 1.4 . ). 
2 .1. DEFINITIONS OF FACULTY STATUS 
2 .1. 2. Part-time Faculty (Pro-rata) 
Part-time faculty may be assigned a five-course teaching load with additional 
duties (assigned advisees, independent studies, committee work and required 
instruction-substitution) at the discretion of the College. Such faculty 
receive a salary based upon the full-time salary scale and hold the academic 
rank of Lecturer. 
2 .1. 3 . Part - time Faculty (Per-course) 
All part-time per-course faculty ordinarily hold the academic rank of 
Lecturer. Part-time per - course faculty ordinarily carry a course load of from 
one to four courses (combination of fall and spring terms), have no additional 
duties (i . e . , assigned advisees, independent studies, committee work, 
substitution), and are placed on the Lecturership salary per - course scale. 
2 . 1. DEFINITIONS OF FACULTY STATUS 
2 . 1.4 . Special Appointment Faculty 
2 . 1.4.1. Emeritus Faculty 
Professor Emeritus is an honorary title conferred on a retiring faculty member 
who has served the College with special distinction. 
1 . Criteria for eligibility : 
a) minimum of ten years of full-time service 
b) attainment of rank of Associate Professor 
c) supporting letters from colleagues 
2. Recommendations: criteria upon which they should be based : 
a) teaching effectiveness 
b) scholarship or artistic expertise 
c) effective student advising 
d) cooperation with colleagues in advancing the academic aims of the 
College 
e) devotion to the goals of the College 
3. Privileges : in addition to privileges granted to all retired faculty 
members, a Professor Emeritus: 
a) will receive written faculty ballots 
b) will be eligible for appointment to faculty committees 
c) may participate in formal academic ceremonies 
d) may have his/her name listed in the College Catalog with the 
designation Professor Emeritus 
4. Procedure for promotion to Professor Emeritus 
a) the candidate will be proposed in writing for Emeritus status by 
the department chair or a senior faculty member to the Dean of the 
School 
b) the Dean of the School will solicit letters of support from 
colleagues and the candidate's department 
c) the collected letters will be submitted to the Dean who will 
forward them with his/her recommendation to the College Rank and 
Tenure Committee 
d) recommendation from the College Rank and Tenure Committee will be 
forwarded to the President for his approval 
e) the Professor Emeritus Award is presented to the recipient in an 
appropriate ceremony acceptable to the recipient 
2 . 1. 
2 .1.4. 
2 . 1.4.2 . 
2.1.4.3 . 
2 . 1. 5 . 
2 . 1. 6 . 
2 . 1. 7. 
DEFINITIONS OF FACULTY STATUS 
Special Appointment Faculty (continued) 
Visiting Faculty 
Replacement Faculty 
Administrators with Faculty Rank Retreat Rights 
Special Academic Support Staff (Coaches. Librarians. etc.) 
Qualifications for Appointment to Rank 
2.2. TYPES OF CONTRACT 
Full-time appointments are temporary, probationary and tenured. 
2 .2 .1. Term Appointment 
2.2.1.1. Full-time (Temporary) 
Temporary full-time appointments are made for a specific purpose and are 
clearly limited to a brief association with the College, for example, to 
replace someone on sabbatical, to offer special courses under a grant, to meet 
temporary needs of a department, etc. A member in a full-time appointment 
will receive retroactive credit as a probationary appointment if a 
reappointment is probationary. 
2.2.1.2. Part-time (Pro-rata: Per-course) 
Part-time undergraduate faculty ordinarily carry a course load of one (1) to 
four (4) courses; particular circumstances may allow a course load of five (5) 
or six (6) courses with the approval of the Dean. 
An annual part-time appointment entailing more than four (4) courses will not 
be made unless there is: 
1) evident departmental need (e.g., multiple sections, diversity of subject 
matter, special experience, enrollments, etc.); 2) evident College need 
(e.g . , human, financial, programmatic) as determined by the Dean ; 3) an 
expressed preference for a part-time appointment by an instructor. 
Part-time undergraduate faculty whose course load is greater than four (4) 
courses may be assigned additional duties (independent studies, assigned 
advisees, committee work) at the discretion of the College. 
Multiple part-time appointments totaling seven (7) courses or more in a single 
department will not be made unless there is evident need, as determined by the 
Dean of the School. 
2 . 2.2. Probationary (Tenure Track Appointment) 
Probationary appointments may be for one year, or for other stated periods, 
subject to renewal. The total period of full-time service prior to 
acquisition of permanent tenure will not exceed seven years, including all 
previous full-time service with the rank of instructor or higher in other 
institutions of higher learning (except that the probationary period may 
extend to as much as four years at the College, even if the total full-time 
service with academic rank thereby exceeds seven years; the terms of such 
extension will be stated in writing at the time of initial appointment). 
Scholarly leave of absence for one year or less will count as part of the 
probationary period as if it were prior service at another institution, unless 
the individual and the institution agree in writing to an exception to this 
2.2. TYPES OF CONTRACT 
2.2.2. Probationary (Tenure Track Appointment) (continued) 
provision at the time the leave is granted. Notice shall be given at least 
one year prior to the expiration of the probationary period if the instructor 
is not to be continued in service after the expiration of that period . 
(See Standards of Notice, 2.8.3.l.). 
2.2.3. Tenured Appointment 
Tenured appointments may be terminated only under conditions noted in 2.8.4., 
with the burden of proof resting upon the College. 
2.2.4. Reduced Services (Fractional) Tenured Appointment 
Tenured faculty may temporarily (not more than two years) or permanently 
reduce their full-time tenured appointment to a reduced services (fractional) 
tenured appointment through written agreement with the College. 
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2. 3 . 1. Selection Procedures 
Guidelines for advertising for positions for selection and for interviewing of 
candidates are issued by the office of the Academic Vice President. 
Selection Procedures (Full-time Faculty) 
1. The chairperson of the department has initial responsibility for 
securing candidates in collaboration with both the departmental faculty 
and the Dean of the School . 
2. The pool of candidates is determined by the chairperson (consultation 
with senior members, i . e., full professors and tenured members, of the 
department is expected). The pool, as far as possible, is expected to 
contain women and minorities. 
3. Interviewing is essential to the selection process and is undertaken by 
the department initially. The Dean and the Academic Vice President 
interview the final candidates as presented by the department. The 
latter interviews candidates for the rank of Associate and Full 
Professor only. 
4 . The chairperson submits the recommended candidates to the Dean who will 
discuss the candidates with him/her. The Dean makes the recommendation 
of candidates to the Academic Vice President . 
Selection Procedures (Part-time Faculty) 
1. The chairperson, in consultation with the senior members of the 
department, screens applicants and arranges for interview of candidates . 
2. The chairperson, in consultation with senior members of the department, 
recommends the candidate for appointment to the Dean of the School. 
3. The chairperson submits an evaluation of the academic/professional 
experience of the candidate to the Dean and suggests the salary step 
placement . 
2.3.2. Appointment Procedures 
Faculty Appointments (Full-time) 
Faculty appointments are made by the President, upon the recommendation of the 
Academic Vice President (acting on the recommendation of the appropriate Dean 
of the School, who will have consulted with the appropriate department 
chairperson). In order to maintain academic quality by attracting and 
retaining dedicated faculty members while responding to evident curricular , 
departmental and College needs, a list of qualified applicants should be kept 
by department chairpersons . 
2.3. SELECTION/APPOINTMENT PROCEDURES 
2.3 . 2. Appointment Procedures (continued) 
Undergraduate Faculty Appointments (Part-time) 
In order to maintain academic quality by attracting and retaining dedicated 
faculty members while responding to evident curricular, departmental and 
College needs, the policy regarding on-campus undergraduate part-time faculty 
appointments is as follows: 
1 . A list of qualified part - time applicants should be maintained by the 
department chairpersons. 
2 . Part-time undergraduate faculty provide services in accordance with 
their individual contracts. Appointments may be made for an academic 
term , but are ordinarily made for an academic year (which may or may not 
include the January term) . These appointments are made solely at the 
discretion of the Dean of the School. Reappointment of a part-time 
faculty member shall be governed by the terms of the individual 
contract, and no part-time faculty member shall have any right to 
reappointment except as may be specifically set forth in such contract. 
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2.3.3. Egual Opportunity/Affirmative Action 
Saint Mary's College, as a Catholic institution dedicated to social justice in 
its institutional practices, supports fair employment practices in all 
personnel policies, covering academic and non-academic personnel. On its 
position announcements, the College states that it seeks faculty who are 
committed Catholics or who respect this commitment. In February, 1971, the 
College reaffirmed this general personnel policy in a draft statement, since 
revised to read as follows: 
Affirmative Action Program 
All members of the College community should be aware of our firm commitment to 
promote equal employment opportunity for all job applicants. The College is 
committed to the general policy of non- discrimination on the basis of race, 
color, religion, national origin, sex, age, or disability. Particularly since 
the College has become coeducational, and has made a commitment to racial 
minority students, it is necessary at this time to take affirmative action to 
employ more women and members of minority races. Accordingly, we wish to 
affirm formally the following: 
1. Each dean, director or head of an operating unit is directed to conduct 
active search for and consideration of female, racial minorities, and 
disabled applicants as employment opportunities become available. 
2. All proposed personnel changes involving appointments, renewal, 
promotion, or termination will be previewed by the Academic Vice 
President, for all faculty personnel, or the Director of Personnel 
Services, for all non-faculty personnel. The Director of Personnel 
Services will have the general responsibility for informing deans, 
directors and department heads of College policy and of enforcing that 
policy. 
3. All job vacancies will be listed with the Director of Personnel 
Services, who is responsible for announcing all vacancies in such a way 
that members of minority races, women, and the disabled have an equal 
opportunity to apply and to be considered for vacant positions . 
4. Since its inception, the College has followed the policy that a 
Christian Brother, if qualified, may be appointed to any position in the 
College without a position announcement. With that exception, and a 
limited list of other allowable exceptions available from the Director 
of Personnel Services, the general policy of the College is that all 
vacant positions shall be announced publicly. 
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2.3.3 . Egual Opportunity/Affirmative Action (continued) 
5. There will also be an Affirmative Action Compliance Committee reporting 
to the Director of Personnel Services (for description, see 1.7.2 . 6.) . 
This committee will have as its function to advise the Director of 
Personnel Services on affirmative action policies, procedures and 
progress, to hear any unresolved grievance which may arise alleging 
discrimination on the basis of race, color, religion, national origin, 
sex, age, or disability and make appropriate recommendations to the 
President of the College, whose decision in all personnel matters is 
final. 
6. The College recruits all applicants in accordance with the principles of 
Executive Order 11246, Title 41, of the Code of Federal Regulations and 
subsequent amendments. In all cases adequate records must be maintained 
to document placement interviews and the results of those interviews. 
7 . All personnel actions such as compensation, benefits, transfers, 
layoffs, tuition assistance, social and recreational programs are to be 
administered in a non- discriminatory manner. 
8 . All public College facilities are maintained on a non-segregated basis. 
Minority students maintain a cultural center in which all members of the 
College community are cordially invited to participate. 
9 . All subcontractors on government contracts will be notified of College 
commitments under Executive Order 11246 and of their obligations as 
subcontractors. In addition, and when applicable, the College will 
incorporate the Equal Employment Opportunity clause in all purchase 
orders, leases, subcontracts, etc . , in excess of $10,000, and in all 
announcements of job opportunities. Ve shall also notify all vendors and 
suppliers with fifty or more employees and with contracts of $50,000 or 
more, of our affirmative action plan and request them to develop their 
own affirmative action program. Failure to obtain evidence of the 
development of such an affirmative action program will result in 
termination of business transactions. 
10 . Ve pledge active support to local community and national action programs 
for equal opportunity in employment. 
11 . Notice of the affirmative action program shall be distributed to members 
of the College community and equal employment opportunity posters are to 
be displayed in appropriate areas of the campus. 
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Brother Mel Anderson , FSC 
President 
July 1985 
2.3. SELECTION/APPOINTMENT PROCEDURES 
2.3.4. Special Appointment Categories 
2.3.4 . 1. Appointment of Christian Brother 
Since its inception, the College has followed the policy that a Christian 
Brother, if qualified, may be appointed to any position in the College without 
a position announcement. With that exception, and a limited list of other 
allowable exceptions available from the Director of Personnel Services, the 
general policy of the College is that all vacant positions shall be announced 
publicly . 
2.4. PERSONAL RECORDS 
2 . 4.1. Faculty Personal File 
Faculty members may review their personal files in the office of the Academic 
Vice President upon submission of a written request; 48 hours must be allowed 
for file preparation. File review guidelines are in the office of the 
Academic Vice President. 
2.4.2. Faculty Rank and Tenure Roster 
By November 1st of each year, the Academic Vice President will publish and 
distribute to the faculty and the Student Rank and Tenure Committee a "Faculty 
Roster" of full-time faculty (those who hold academic rank and whose 
instructional and administrative duties are the equivalent of seven full 
courses per scholastic year, and those in the above category whose 
instructional and administrative duties have been the equivalent of seven full 
courses per year, but who (1) are on official full- or part-time academic, 
sick or pregnancy leave; (2) are on sabbatical; (3) have tenure but have taken 
the option of a reduction in the full-time instructional load). The "Faculty 
Roster" will include the rank and number of years teaching at the College and 
at other colleges and the tenure status of each faculty member. (See also 
2.6.2.1.1., Eligibility, under Promotion and Tenure, 2.6.) 
2 . 5 . EVALUATION 
2 . 5 .1. Evaluation of Faculty 
The evaluation of faculty is made in terms of excellence in teaching; active 
membership in the intellectual community of the College; personal orientation 
toward students; scholarly interests and pursuits; and commitment to the aims 
and ideals of the College. 
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2. 6 .1. Statement on Criteria for Promotion and Tenure 
Faculty members at Saint Mary's College are participants in an intellectual, 
social, and spiritual community committed to ensuring that the College be an 
outstanding Catholic institution of higher education, dedicated to developing 
students' capacities for responsible independent thought, spiritual growth, 
active citizenship, and a productive life. Faculty members are retained and 
promoted for their skillful, dedicated teaching, their scholarly vitality, and 
their service to the College community. Overarching and informing each of the 
criteria of teaching, scholarship and service must be the demonstrated 
commitment of faculty to the aims and ideals of the College, taking into 
consideration the nature, purposes and goals of specific programs. The 
Educational Goals Statement of the College and the statement on the faculty of 
the College (see 1.1., 1.2.) set forth the aims and ideals by which the 
faculty is challenged to guide its actions. 
The successful pursuit of promotion and tenure requires serious engagement in 
a wide range of activities . Faculty members should make long-range plans for 
their own professional development to ensure that they meet the appropriate 
criteria. Vhat follows is not a check-list, but rather a suggestion of 
general guidelines for evaluation. 
Teaching Effectiveness 
Teaching effectiveness is founded upon a clear command of subject matter, the 
skillful transmittal of knowledge, inspiring and fostering an active love of 
learning, and the communication of appropriate, high expectations of student 
performance. Because teaching is a profoundly human exchange between faculty 
and student, it requires interpersonal skills, organizational abilities, and a 
commitment to serve students in a respectful and honest manner. 
It is the responsibility of faculty members to present clear evidence of their 
teaching effectiveness. The College recognizes several ways in which this can 
happen: 
1. The development of courses appropriate to a faculty member's major field, 
the general education program of the College, and special curricular 
initiatives. Courses should reflect coherence, unity, and an appropriate 
balance between engaging a subject matter in depth and addressing the 
broad aims of a liberal education. 
2. Conscientious preparation for classes. Course syllabi and assignments 
should reflect clearly defined academic objectives, expectations and 
standards. In the preparation of courses, teachers should hold before 
themselves the best scholarly standards of their disciplines. They should 
demonstrate current knowledge of the subject matter and its methodology, 
and creativity in the formulation of the syllabus. 
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2.6.l. Statement on Criteria for Promotion and Tenure (continued) 
3 . Promoting intellectual stimulation and providing challenging learning 
experiences. Teachers are expected to be skilled in various modes of 
instruction. The teacher should communicate that understanding derives 
from an open mind, hard work, and rigorous thinking. Students should 
experience the rewards of commitment and self discipline in the pursuit of 
knowledge . 
4. Clearly defined and appropriate means of assessing student learning. 
Through evaluation procedures and grading policies, teachers should 
communicate that excellence requires not only intellectual curiosity and 
originality, but also the practice of the rigors and discipline of 
learning . 
5 . Critical self-evaluation . Through their response to student evaluations, 
peer reviews, administrative reviews, and self-checks, faculty members 
should demonstrate their capacity to improve as teachers . 
Scholarly Interests and Pursuits 
Saint Mary's College recognizes that intellectual growth and scholarly 
activity are closely related both to each other and to teaching effectiveness . 
Respecting the teaching mission of the College, Saint Mary's recognizes that 
facultY* fulfill their responsibilities primarily through the teaching 
programs and curricula of the College. Scholarship aims not only at expanding 
the store of knowledge in the disciplines or in an interdisciplinary field, 
but also at enlightening the lives of our students with that knowledge . 
Yithin areas of specialization, scholarly activity manifests itself in formal 
and concrete ways that help keep alive and current the skills indigenous to 
one's academic discipline . Scholarly activity and intellectual growth should 
be broadly defined, yet specifically demonstrated in order to be evaluated 
fairly and effectively. The broad view recognizes the purposes of scholarship 
as : 
1 . Contributing to new knowledge and understanding in a basic discipline or 
field, including its pedagogy; 
2. Developing greater expertise in one's discipline or in a related field of 
study ; 
* There was an important discussion about the connotations that can lie behind 
the terms "faculty" and "scholar". For a more detailed footnote on this 
issue, see the May 13, 1993, authorization memo to faculty from the Academic 
Vice President, with the Statement on Criteria for Promotion and Tenure 
attached . 
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2. 6. l. Statement on Criteria for Promotion and Tenure (continued) 
3 . Providing new insights into the connections between the disciplines and 
into the historical and philosophical underpinnings of one's area of 
expertise. 
It is the responsibility of faculty to present clear and public evidence of 
their scholarly performance and achievement. The forms which this 
presentation may include, but are not limited to: 
1. Delivering research papers or lectures; 
2. Creative achievement in the arts; 
3. Acceptance to competitive structured programs of post-graduate study 
beyond that required for the terminal degree in one's field; and awards 
for scholarly achievement; 
4. Published research through books, articles, reviews, and reports; 
5. Activities related to professional practice 
expertise or contribution can be evaluated. 
the acquisition of significant knowledge or 
of knowledge. 
where the faculty member's 
These activities represent 
originality in the application 
Thus the College also recognizes the following evidence: 
- professional papers or reports, published or unpublished, which result 
from and/or describe consultancies; 
- courses or workshops, taught on a consultant basis or at Saint Mary's 
College, which demonstrate the faculty member's growth as a 
professional or increase his/her learning, expertise, or skill; 
- participation in professional meetings, panels or workshops. 
Service to the College 
In order to sustain the community, service is required of all its members. 
Service to the community is the underlying motivation that impels the faculty 
to teach, to care about their students and the choice they make, to seek to 
make a contribution to the growth of knowledge in general, to search for the 
empowerment for themselves and others that can come from intellectual 
enlightenment, and to foster a collegial spirit that respects their 
associates' right to free inquiry. 
It is the responsibility of faculty to present clear evidence of their service 
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2 . 6. l. Statement on Criteria for Promotion and Tenure (continued) 
to the College through their general participation in the work of the 
institution, cooperation with their colleagues, and contribution to the full 
development of their students in ways that extend beyond those identified 
within the criteria of teaching effectiveness and scholarship. Evidence of 
appropriate service normally includes: 
1. Participation in the governance of the College and in the individual 
departments and programs. 
2 . Conscientious and effective advising of students. 
Other examples of appropriate service can include but are not restricted to: 
1. Participation in activities inside the College such as colloquia, fora, 
public lectures, reading and study groups , etc., which foster intellectual 
community , institutional identity, and interschool/interdisciplinary 
collaboration; 
2 . Training and mentoring new faculty; 
3 . Fostering formal and informal student activities; 
4. Non-scholarly service to the larger intellectual and professional 
community. 
2.6 . 1 . 1 . Additional criteria . 
Tenure : In addition to the criteria cited above , the following are included 
in view of the nature of permanent tenure : 
a) the needs of the College and the department; 
b) the possession of the Ph.D . degree or its equivalent is normally 
expected ; 
c) a special emphasis on the contribution and commitment to the aims 
and ideals of the College, and an active interest in the quality 
of the curriculum and the ability to work well with colleagues . 
Promotion: The following special criteria apply to various ranks: 
a) Assistant Professor 
1) possession of a Master's degree is normally expected; 
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2.6.1.1. Additional criteria (continued) 
2) the candidate must be judged competent to teach advanced or 
upper division courses; 
3) the candidate should give evidence of scholarly achievement, 
especially continuation of advanced studies toward a 
doctorate, if not already possessed; 
b) Associate Professor 
1) possession of the Ph.D. or equivalent is normally expected 
2) since the rank usually accompanies permanent tenure, note 
criteria for tenure, above 
c) Full Professor 
1) possession of the Ph.D. degree is normally expected 
2) the rank is awarded in recognition of high scholarly 
achievement and teaching effectiveness, scholarly 
achievement to be evidenced by a sound professional 
reputation among academic colleagues outside the College 
itself 
2.6.2 . Procedures for Promotion and Tenure 
2.6.2.1. Procedures Prior to Review of Candidates 
2.6.2.1.1. Eligibility 
Faculty Rank and Tenure Roster 
By November 1st of each year, the Academic Vice President will publish and 
distribute to the faculty and the Student Rank and Tenure Committee a "Faculty 
Roster" of full-time faculty (those who hold academic rank and whose 
instructional and administrative duties are the equivalent of seven full 
courses per scholastic year, and those in the above category whose 
instructional and administrative duties have been the equivalent of seven full 
courses per year, but who (1) are on official full- or part-time academic, 
sick or pregnancy leave; (2) are on sabbatical; (3) have tenure but have taken 
the option of a reduction in the full - time instructional load). The "Faculty 
Roster" will include the rank and number of years teaching at the College and 
at other colleges and the tenure status of each faculty member. 
Tenure: The probationary period prior to the acquisition of permanent tenure 
is seven y~ars (including all previous full-time service) except that it may 
2.6 . PROMOTION AND TENURE 
2.6.2 . Procedures for Promotion and Tenure 
2.6.2.l. Procedures Prior to Review of Candidates 
2.6.2.l.l. Eligibility (continued) 
extend to as much as four years at the College, even if the total full-time 
service with academic rank (Instructor, Assistant Professor, Associate 
Professor, Professor) exceeds seven years . It is the ordinary policy of the 
College to utilize the maximum allowable probationary period (four years) 
before tenure is granted . (See also Probationary Appointments , 2.2.2.) 
If the decision is favorable, the faculty member is granted tenure at the 
completion of his/her probationary period, or sooner, subject to the 
provisions under Probationary Appointments, 2 . 2.2 . , if the College Rank and 
Tenure Committee so recommends and the President of the College approves the 
recommendation . 
Notice of appointment or non-reappointment, or of intention 
reappointment to the President of the College must be given 
months prior to the completion of the probationary period. 
for non-reappointment, the final year is a terminal one . 
not to recommend 
at least twelve 
If the decision is 
Promotion: Instructors must be considered for promotion no later than their 
third year of service. Assistant Professors must be considered for promotion 
no later than their seventh year of service at that rank. Associate 
Professors must be considered for promotion no later than their eighth year of 
service in that rank. Faculty members should be considered for promotion no 
later than the year in which they reach the top step in the salary schedule 
for their rank . 
2 . 6 . 2.1 . 2 . Faculty Procedures, Promotion and Tenure 
1) July lst of each year* , the Academic Vice President shall notify each 
person eligible for promotion or tenure. Those persons who are 
considered shall then submit, before November 1st, the appropriately 
completed forms and whatever other information they deem important to 
the consideration of their cases (statements of activities, 
publications, honors, etc . ). 
2) A tenured faculty member who does not wish to be considered for 
promotion may request that he/she not be considered during that year or 
for any length of time he/she requests, excepting the year in which 
he/she becomes eligible for promotion for the first time. If the 
request is granted by the Academic Vice President, that person becomes 
eligible for nomination to the College Rank and Tenure Committee . 
*The times specified for the completion of review procedures in this document, 
except those for notification, are a recommendation of the faculty, not a 
legal obligation of the College . 
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2.6.2. Procedures for Promotion and Tenure 
2.6.2 . l . Procedures Prior to Review of Candidates 
2.6.2.1.2. Faculty Procedures. Promotion and Tenure (continued) 
3) By November 1st of each year, the Academic Vice President shall, by 
means of the appropriate form, formally solicit from the Dean of the 
School and the department chairpersons their evaluations and 
recommendations concerning those persons teaching in their departments 
who will be considered for promotion or tenure during that year. 
4) The department chairperson (director of a program) is responsible for 
rank and tenure procedures at the departmental level. Appropriate forms 
for tenure and promotion must be completed by the chairperson (see under 
Duties of Department Chairperson : Rank and Tenure Review , 1.4 . 2.2.1 . ). 
5) The department chairperson is expected to pay careful attention to a 
faculty member's dedication and commitment to good teaching which the 
College considers to be a hallmark of active membership in the 
intellectual community. The responsibility of the chairperson is 
clearly specified under Duties of Department Chairperson: Rank and 
Tenure Review; Teaching Effectiveness (1.4.2 . 2 . 1 . ) . In making his/her 
recommendation, the chairperson is expected to consult with senior 
members of the department. Where evaluation of candidates by senior 
members differs from that of the chairperson it should be reported 
objectively by the chairperson. Evaluations by individual department 
members are submitted directly to the committee . 
6) The Dean of the School in consultation with the department chairperson 
must submit a formal recommendation to the College Rank and Tenure 
Committee. 
7) In cases of tenure and promotion, complete recommendations from 
department chairpersons and from the Dean of the School must be 
submitted to the Academic Vice President before January 31st of each 
academic year. 
8) Letters of evaluation by all members of the College community should be 
addressed to the chairperson of the College Rank and Tenure Committee . 
All letters of evaluation received by the Dean of the School, the 
department chairperson and by the Student Rank and Tenure Committee 
should be forwarded to the chairperson of the College Rank and Tenure 
Committee to be placed in the candidate's file . 
2.6. PROMOTION AND TENURE 
2.6.2.1. Procedures Prior to Review of Candidates 
2.6.2.1.3. Faculty Procedures. Interim Review 
1) The interim review process provides the candidate, the Rank and Tenure 
Committee and the Academic Vice President with the opportunity for 
adequate consideration over a reasonable period of time. The interim 
review of probationary candidates normally occurs from the third through 
the fifth year of probation. In the case of a candidate with prior 
teaching credit, an interim review will occur at least one year before 
the candidate is eligible for tenure recommendation. 
2) By November 1st of each year, the Academic Vice President shall solicit 
from the Dean of the School and department chairpersons (directors of 
programs) letters of interim evaluation and recommendation for non-
tenured members of their departments. The chairpersons should review 
with non-tenured members those conditions which affect their promotion, 
retention, and tenure. 
3) The department chairperson must keep informed as to department members 
being reviewed. He/she should review with non-tenured members those 
conditions which affect their promotion, retention, and tenure. The 
chairperson is expected to collect appropriate data to assist members of 
the department in their evaluation of the candidates since the 
chairperson's recommendation is expected to be made in consultation with 
senior members. Particular focus is to be placed upon teaching 
effectiveness and attendant class visitation responsibilities. 
4) In cases of interim review, letters of evaluation and recommendation 
must be submitted to the Academic Vice President before December 31st of 
each year. 
2.6.2.1.4. Student Rank and Tenure Committee Procedures 
1) By November 1st of each year, the Academic Vice President shall present 
to the Student Rank and Tenure Committee chairperson the names of 
faculty members who will be considered for promotion, tenure, and 
interim review during that year. 
2) The Student Rank and Tenure Committee chairperson meets with the College 
committee at the latter's organizational meeting in the fall term to 
present a description of the student committee's structure, its 
information-gathering schedule and techniques (e.g., questionnaires), 
and the way it uses its data in evaluating and recommending candidates 
for tenure and promotion. For interim review candidates it merely 
submits the questionnaires. 
3) The committee chairperson arranges with each faculty member for the 
distribution and collection of the teaching evaluation questionnaires in 
his/her classes. 
2.6. PROMOTION AND TENURE 
2.6.2.1. Procedures Prior to Review of Candidates 
2.6.2.1.4. Student Rank and Tenure Committee Procedures (continued) 
4) The Student Rank and Tenure Committee makes all questionnaires directly 
available to the College Rank and Tenure Committee. The current 
questionnaires are open only to the Student Rank and Tenure Committee 
and the College Rank and Tenure Committee. 
5) The Student Rank and Tenure Committee presents formal written 
recommendations on promotion and tenure to the College Rank and Tenure 
Committee. 
6) The College Rank and Tenure Committee may request of the Student Rank 
and Tenure Committee additional questionnaire evaluations of faculty. 
2.6. PROMOTION AND TENURE 
2.6.2.2 . College Rank and Tenure Committee Procedures 
1 . In the matter of faculty tenure, promotion, non-reappointment and 
dismissal, the College Rank and Tenure Committee, the College 
administration and the Board of Trustees respect and in general follow, 
as far as local conditions pertain, the 1940 Statement of Principles and 
subsequent interpretative comments (1940, 1970, and 1977) of the 
American Association of University Professors . However, neither the 
Board of Trustees nor the College administration has formally agreed to 
the 1940 Statement and subsequent interpretative documents and is not 
legally bound to adhere thereto . In cases where differences occur 
between the Saint Mary's College Faculty Handbook and procedures and 
policies of the AAUP, this Handbook supersedes procedures and policies 
of the AAUP . 
2 . The College Rank and Tenure Committee has a firm commitment to an 
Affirmative Action Program for the employment of women and minorities. 
3 . Voting 
a) Substantive recommendations of the Rank and Tenure Committee are 
made by a simple majority of the committee present. 
b) If a member of the committee believes that the information 
submitted on a candidate for promotion or tenure is insufficient , 
he/she may move to table the voting until the committee believes 
sufficient information is available . 
c) If the absence of a single member of the Rank and Tenure Committee 
prevents the timely conduct of business, the Rank and Tenure 
Committee may conduct business with a quorum of six. 
d) There will be one alternate member of the Rank and Tenure 
Committee . The alternate member does not attend Rank and Tenure 
Committee meetings unless called upon to do so by the committee 
because the extended absence of a regular member would prevent 
conducting business in a timely manner. 
4 . Confidentiality 
a) The deliberations of the College Rank and Tenure Committee are 
confidential. It is the responsibility of all members of the 
committee to ensure that confidentiality is maintained. 
b) While the committee should search out maximum information 
concerning candidates, any use of the position of the Rank and 
Tenure Committee members to sway the judgment of others in the 
community is a grave violation of responsibility . 
2.6. PROMOTION AND TENURE 
2.6.2.2 . College Rank and Tenure Committee Procedures (continued) 
c) If a question arises concerning a breach of confidentiality or 
misuse of the information gathering process by a member of the 
College Rank and Tenure Committee, the other members should 
consider the matter and take whatever action they deem 
appropriate . 
d) Other than current members of the College Rank and Tenure 
Committee, those who have access to confidential information are 
the President, the Academic Vice President, the Dean of the School 
for School faculty, and department chairpersons (or program 
directors) for department faculty (or program faculty) . In cases 
which are being appealed on the grounds of inadequate 
consideration or violation of academic freedom, members of the 
Grievance Committee, the ad hoc Rank and Tenure Review Committee 
or the Board of Trustees who are hearing the appeals, have access 
to the confidential material which was available to the Rank and 
Tenure Committee, as well as the minutes of the Rank and Tenure 
Committee meeting pertaining to the case(s) being appealed. All 
having such access are bound by the same confidentiality which 
binds the Rank and Tenure Committee. 
2.6 . PROMOTION AND TENURE 
2.6.2.3. Recommendation and Decision Procedures 
Tenure 
1. \lhen a negative recommendation either by the Committee or by the 
Academic Vice President has been rendered in the case of tenure, the 
Academic Vice President shall inform the candidate in writing. He shall 
discuss the basis for this recommendation with the candidate, if the 
candidate so desires. The candidate shall have ten (10) school days 
from the date of written notification from the Academic Vice President 
to submit to the Academic Vice President his or her written response to 
the recommendation. 
2 . The Academic Vice President will forward the recommendation of the Rank 
and Tenure Committee together with his own recommendations, and the 
candidate's written response (if timely made) to the President of the 
College. 
3. Upon receipt of the recommendations and the candidate's written response 
(if timely made) the President of the College shall review the 
recommendations and the candidate's written response and make the final 
decision as to the granting or denial of tenure. 
4. If the President finds the recommendations of the Rank and Tenure 
Committee and/or the Academic Vice President to grant tenure 
unacceptable in a tenure consideration, the President will meet with the 
Rank and Tenure Committee or, if his disagreement is with the Academic 
Vice President alone, with the Academic Vice President, to discuss the 
case. If, after such meeting and discussion, the President still finds 
the recommendation(s) unacceptable in the case where the President 
intends to deny tenure, the President shall inform the faculty member of 
the President's decision to deny tenure and will give the reasons orally 
to the faculty member . If the faculty member so requests, the President 
will give the faculty member a written statement of the reasons for 
denial of tenure. 
5. The President will inform all candidates in writing of his decision to 
grant or deny tenure. To the extent possible, notification to the 
candidates of tenure decisions will be made at approximately the same 
time. In a case where the President's decision is to deny tenure, the 
President shall inform the candidate in writing of the President's 
decision and the recommendations of the Rank and Tenure Committee, and 
the recommendation of the Academic Vice President. 
6. Following notification to the candidate of the President's decision, the 
candidate may appeal the President's decision to deny tenure according 
to the Appeal Procedures (2.16.3.). 
2. 6. PROMOTION AND TENURE 
2.6.2.3. Recommendation and Decision Procedures (continued) 
Promotion 
l. Following notification to the candidate of the President's decision, the 
candidate may appeal the President's decision to deny promotion 
according to the Appeal Procedure (2.16.3.). 
2.6. PROMOTION AND TENURE 
2.6.3. Advancement of Academic Administrators 
1. Academic administrators with faculty rank are considered in the same 
category as full-time faculty members for purposes of advancement, 
tenure, and promotion, even though their teaching duties may be part-
time or may be interrupted entirely by administrative duties. Like 
other faculty members, they advance one step within rank each year. 
2. With regard to promotion and tenure, the same procedures should be 
followed as far as possible for academic administrators as for other 
members of the faculty. 
3. The Academic Vice President will be reviewed by the College Rank and 
Tenure Committee and during those deliberations, the chairperson of the 
Academic Senate shall replace the Academic Vice President as chairperson 
of the committee. The committee shall use its discretion in finding 
means to conduct the fullest possible evaluation, including personal 
interview, since normal departmental channels do not seem adequate in 
this case. Recommendation should be made by the chairperson of the 
Academic Senate to the President of the College. 
4. Promotion and the granting of tenure to academic administrators should 
be governed by the same criteria that are applied to other faculty 
members (with the exception that the academic administrator is regarded 
as full-time, regardless of the extent of his/her teaching duties). 
5. Academic administrators with faculty rank are those who meet the 
following criteria: 
a) Regular faculty status, granted according to the same standards 
that apply to other members of the faculty. 
b) Administrative duties of a genuinely academic character, that is, 
directly concerned with the academic program or with the academic 
preparation of students (e.g., President, Academic Vice President, 
Dean of a School). 
6. In disputed cases, the College Rank and Tenure Committee should 
determine whether an individual administrator meets both of these 
criteria. 
7. The College Rank and Tenure Committee makes no recommendation directly 
on the appointment and retention of academic administrators, who are 
appointed and evaluated in their administrative capacity by the 
President of the College; it does make recommendations on their rank and 
advancement within the faculty. 
2.8. SEPARATION 
2 .8 .1. Resignation 
Termination of an Appointment by the Faculty Member 
A faculty member may resign his or her appointment, usually effective at the 
end of the academic year. The member should give notice in writing of his or 
her intention to resign or not accept a renewal as soon as possible, but not 
later than May 1st or within thirty (30) days of receiving the contract for 
the coming year, whichever occurs later. 
Resignation 
Resignation of a faculty member is presumed if the annual contract is not 
signed and returned to the President within the stipulated time. An earlier 
notification is strongly urged . 
2 . 8 . 2. Retirement of Tenured Faculty Members 
1. A tenured faculty member intending to retire should inform the College 
of his/her intention at least one year prior to the expected retirement 
date . 
2 . A faculty member considering retirement should consult the Personnel 
Office on procedures regarding social security, as well as TIAA-CREF 
illustrations of projected income and other benefits under the College's 
retirement plan, six months in advance of expected retirement date. 
3. A TIAA-CREF participant shall initiate procedures for receipt of 
retirement income benefits by writing directly to TIAA-CREF. Payment of 
benefits to any individual who continues to be an employee of the 
College , and participate in the retirement plan, is subject to terms 
established by TIAA-CREF . 
4 . Retirement plan contributions are made by the College for faculty with 
academic rank (Instructor, Assistant Professor, Associate Professor or 
Full Professor) from their eligibility date, as long as they continue to 
work and to contribute to the plan, until termination of employment . 
2.8.2.1. Retirement of Part-time Faculty Members 
Part-time faculty are subject to the College's retirement procedures (see 
2.8 . 2.) 
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2 . 8. SEPARATION 
2.8.2.2 . Retirement Program 
All faculty with the rank of Instructor, Assistant Professor, Associate 
Professor or Professor are eligible to participate in the TIAA-CREF retirement 
program after one year of service and age 21, immediately if they already own 
individual , fully vested TIAA-CREF annuity contracts. The College contributes 
7 1/2\ of the employee's monthly salary and the employee is not required to 
contribute . A tax- deferred option is available for those faculty who wish to 
reduce their taxable income by $25.00 or more, up to limits established by the 
Internal Revenue Service, and a Reduced Services plan for full-time faculty is 
also available. Benefits are payable upon retirement or in a lump sum if the 
employee does not attain retirement age, with some restrictions. Voluntary 
additional contributions are known as Supplemental Retirement Annuities, and 
are made on a tax-deferred basis. Supplemental Annuity contracts allow a loan 
provision and lump sum distribution at termination . Full and part-time faculty 
may contribute to the TIAA-CREFF program at any time. The College permits the 
voluntary selection of other alternative carriers for Supplemental Retirement 
Annuities only . 
Applications and Salary Reduction Agreements are available from the Personnel 
Office and must be completed before any contributions from either the employer 
or the employee can begin . 
2 . 8 . 3 . Non-reappointment 
2 . 8 . 3 . l. Notice of Non-reappointment. Full-time Faculty 
Non - reappointment: The decision not to renew the term appointment of a full-
time faculty member, before he/she has become eligible for tenure is made by 
the Academic Vice President in consultation with the Dean of the candidate's 
School and with his/her department chairperson . 
1) The Academic Vice President may secure advice from the Rank and Tenure 
Committee on a possible non - reappointment of a full - time faculty member 
not eligible for tenure . 
2) Following interim review(s) the Rank and Tenure Committee may recommend 
non- reappointment to the Academic Vice President, in which case the Rank 
and Tenure Committee will notify the candidate's Dean and department 
chairperson of the Rank and Tenure Committee recommendation. 
3) The full-time faculty member not eligible for tenure may appeal the 
decision by the Academic Vice President not to renew to the College 
Grievance Committee in the manner in which an appeal is made on the 
grounds of inadequate consideration or allegations of violations of 
academic freedom (see 2 . 16 . 1.). 
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2.8 . SEPARATION 
2.8.3.l. Notice of Non-reappointment. Full - time Faculty (continued) 
Faculty appointments of a clearly temporary or limited character are so 
described in the letter of appointment ordinarily issued by the Academic Vice 
President. The Standards of Notice below do not apply to such appointments 
(e.g., Visiting Professors, one-year appointments, sabbatical or disability 
replacements, etc.). 
Standards of Notice for Probationary Appointments 
l) Full-time faculty members in their first academic year of service must 
be notified of non- reappointment or intention to recommend non-
reappointment not later than March 1st of that year or , if a one-year 
appointment terminates during an academic year, at least three months in 
advance of its termination . 
2) Full-time faculty members in their second year of service must be 
notified of non-reappointment or of intention to recommend non-
reappointment not later than December 15th of that year or, if the 
appointment terminates during the academic year, at least six months in 
advance of its termination . 
3) Full-time faculty members in their third year or later of academic 
service must be notified of non- reappointment or of intention to 
recommend non-reappointment at least twelve months in advance of the 
expiration of their appointments. 
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2.8. SEPARATION 
2.8 . 4 . Termination of Appointment by College 
Termination of an Appointment by the College 
Termination of a tenured or probationary appointment or temporary appointment 
before the end of the specified term will be by the President for adequate 
cause, as follows : 
2 . 8.4.1. 
2.8.4 . 2. 
2.8.4.3 . 
2.8.4.4. 
Financial Exigency: Termination may result because of a state of 
financial exigency which threatens the survival of the College. 
An appropriate faculty-administration committee determines that a 
bona fide case of financial exigency exists. The faculty members 
of the committee must be approved by the Academic Senate . A 
committee approved by the faculty should, according to established 
criteria, identify those to be terminated . Any faculty member 
identified as one to be terminated has a right to a review 
hearing. Every effort will be made to place the member in another 
suitable position in the College . The terminated faculty member 
will be given notice or severance salary by taking into account 
the length and quality of service. If, during a three-year 
period, the position is reopened , the terminated faculty member 
will have the option of assuming his or her former position. 
Discontinuance of Program or Department not Mandated by Financial 
Exigency : The decision to discontinue a program or a department 
will be based essentially on educational considerations. The 
appropriate council will examine the evidence and recommend 
action . Before a faculty member is notified of the intention to 
terminate, every effort will be made to place the member concerned 
in another suitable position. A faculty member may request a 
review hearing regarding his or her termination or relocation . 
Severance salary will be offered. 
Medical Reasons : Termination will be based on clear and convincing 
medical evidence that the member cannot continue to fulfill the 
terms and conditions of appointment. The evidence will be 
reviewed by the College Rank and Tenure Committee if requested by 
the faculty member . Severance salary will be offered . 
Failure to Observe Conditions for Leave of Absence : If a faculty 
member fails to observe conditions mutually agreed upon in writing 
for leave of absence, he or she will be subject to a hearing to 






Termination of Appointment by College (continued) 
Unfitness: Manifest unfitness to perform in a professional 
capacity; for example, incompetency, dereliction of duty, immoral 
conduct in the performance of his or her duty, etc., as determined 
after formal procedures as defined in the AAUP Handbook (the 
American Association of University Professors Policy Documents and 
Reports, 1977. A copy of pertinent documents of the AAUP is on 
file in the College Library). 
Canonical Status Change: Utterances or actions by a faculty member 
(who, when appointed, was a Christian Brother, or a member of 
another religious order or cleric, and who has changed his or her 
canonical status), which impugn or repudiate the Catholic ideals 
or aims of the College or of the Brothers of the Christian Schools 
as determined after a formal hearing by a suitable committee of 
academic peers. 
Recommended Institutional Regulations, AAUP Policy Documents and Reports, 
1990, will apply in all the above cases. 
2.8.5. Dismissal for Cause 
Dismissal 
1) The dismissal of a tenured faculty member or a non-tenured member whose 
term of appointment has not been completed must be for cause. 
2) A part-time faculty member may be dismissed before the end of the 
contract if the College believes that he/she exhibits a manifest 
unfitness to perform in a professional capacity . 
3) In all cases of dismissal, the procedure described in the "Statement on 
Procedural Standards in Faculty Dismissal Proceedings" of the AAUP 
Policy Documents and Reports should be followed. 
2 . 9 . FACULTY RIGHTS AND RESPONSIBILITIES 
2. 9 . 1. Academic Freedom and Responsibility 
Freedom and Responsibility 
Academic freedom is enjoyed by all instructors as generally indicated in the 
documents of the AAUP. All members of the faculty are expected to respect the 
religious commitment of the College. 
The instructor should have the expressed authority of the President if he/she 
proposes to make a statement in the name of the College. However, this should 
not prevent a faculty member from freely engaging in political or other 
activities, with the proviso that he/she "should at all times be accurate, 
should exercise appropriate restraint, should show respect for the opinions of 
others, and should make every effort to indicate that he/she is not an 
institutional spokesperson" (AAUP).* 
Attendance at general Academic Senate meetings, departmental and committee 
meetings , Commencement and other special convocations is expected of all 
faculty . 
2.9 . 2 . Institutional Policies 
2 . 9 . 2 . 1. Drug-free Workplace Policy 
The College strives to provide a safe work environment for its employees, as 
well as a safe environment for students and others who may visit the campus . 
Therefore, the possession , use, dealing, manufacture, or influence of illegal 
drugs or unauthorized alcohol on College premises is prohibited. Authorized 
alcohol is that served at College-sponsored functions to legal-aged adults . 
For the purpose of this policy, illegal drugs are drugs that cannot be 
obtained legally, as well as drugs that are legally obtained, but used for 
illegal purposes, or abused . 
If prescribed or non-prescribed drugs which the employee must take for reasons 
of health interfere with his/her job performance or endanger the safety of 
others, the employee must take a medical leave of absence, make other 
arrangements to be away from the job or request an accommodation in the work 
environment and/or job until the condition improves. 
Whenever the use of any drug, including alcohol, adversely affects the 
employee's job performance, or the job performance or safety of others, the 
College may take disciplinary or other corrective action, including 
termination. 
*Op. cit . 
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2.9. FACULTY RIGHTS AND RESPONSIBILITIES 
2.9.2.1.l Alcoholic Beverage Use Policy 
Consumption of alcoholic beverages is not permitted in any classroom building, 
or within public areas of the College. Those who wish to serve alcoholic 
beverages to a group or class should do so, by arrangement, in one of the 
approved reception rooms. State law makes it a crime to sell, furnish, or 
give any alcoholic beverage to any person under the age of 21 or to any 
obviously intoxicated person . For complete details of the Alcoholic Beverage 
Use Policy, see the Administrative or Student Handbooks. 
2.9.2.2. Policy on Smoking in Campus Facilities 
Smoking is prohibited in all of the following areas of the campus: conference 
rooms, classrooms , restrooms, enclosed hallways, meeting rooms, auditoriums, 
medical facilities, elevators, art gallery and theater. An employee may 
designate his/her immediate work area as a nonsmoking area and post that area 
with an appropriate sign, to be provided by the College. In any dispute 
arising under the smoking policy, the rights of the nonsmoker shall be given 
precedence. Complaints may be submitted, in writing, to the Director of 
Public Safety . Contact the Director (extension 4282) or the Personnel Office 
(extension 4212) for further information on 1) definition of work area; 2) 
location of optional smoking areas; 3) obtaining NO SMOKING signs. 
2.9.2.3. Policy on Sexual Harassment of Employees or Students 
Sexual harassment is prohibited by state and federal law as well as by the 
policy of Saint Mary's College. The College will not tolerate such conduct. 
Complaints by employees or students will be promptly investigated and 
violators will be disciplined by suspension, termination or expulsion, 
whichever is appropriate. 
Unwelcome sexual advances, request for sexual favors, and other verbal or 
physical conduct of a sexual nature constitute sexual harassment when: 
1. submission to such conduct is made either explicitly or implicitly a 
term or condition of an individual's employment or educational 
advancement. 
2. submission to or rejection of such conduct by an individual is used as 
the basis for academic or employment decisions affecting that 
individual; or 
3. such conduct has the purpose or effect of unreasonably interfering with 
an individual's academic or professional performance or creating an 
intimidating, hostile or offensive working, educational or living 
environment . 
2.9 . FACULTY RIGHTS AND RESPONSIBILITIES 
2 . 9 . 2 . 3 . Policy on Sexual Harassment of Employees or Students (continued) 
Deans, directors and department heads are urged to take appropriate steps to 
disseminate this policy statement and to inform students and employees of 
procedures for lodging complaints. Any Saint Mary's College employee having a 
complaint of sexual harassment should notify her/his immediate supervisor. If 
the complaint is against the immediate supervisor, that person's immediate 
supervisor should be contacted . At any time, any student or employee may 
contact the Director of Personnel Services (or his/her delegate), who has 
general responsibility for these policies, for counseling and advice . 
2 . 9.2.4 . Section 504. Rehabilitation Act of 1973: Compliance 
Saint Mary's College operates in accordance with Section 504 of the 
Rehabilitation Act of 1973. Section 504 is a Civil Rights Statute that 
guarantees rights to qualified disabled individuals. The faculty should 
review its requirements in order to distinguish from what may be a carry-over 
of custom, past practice, or instructional habit, and explore and evaluate 
alternative approaches. The student should meet essential requirements of the 
program in some acceptable form. Accommodation is a shared responsibility. 
Inquiries concerning the law and compliance may be addressed to the Director 
of Personnel Services, extension 4212. Bart Van Housen, the Coordinator of 
Services to students , is located in the Registrar's office, extension 4631. A 
statement of policies and procedures for qualified disabled students is 
available in the Office of the Academic Vice President. 
2. 9. 2 . 5 . Americans with Disabilities Act of 1992 CADA) 
The Americans with Disabilities Act , which became effective on July 26 , 1992, 
prohibits discrimination against the disabled in all phases of employment and 
in their access to the facilities, goods and services of most public places, 
including all colleges, universities and other educational institutions. 
A key issue under the ADA is determining the essential functions of the job. 
Essential functions are defined as "primary job duties that are intrinsic to 
the employment position." The law requires accommodations or other changes in 
the work environment, as well as in the way things are done , so that an 
individual with a disability will enjoy an equal opportunity to perform the 
essential functions of the job and to receive the benefits and privileges 
normally associated with the job unless such accommodations cause an undue 
hardship on the College. Broader and more detailed than Section 504 of the 
Rehabilitation Act of 1973 , the ADA is enforced by five federal agencies with 
coordination and monitoring by the Department of Justice. 
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2.9. FACULTY RIGHTS AND RESPONSIBILITIES 
2.9.2 . 6 . Family Educational Rights and Privacy Act of 1974: Compliance 
The Family Educational Rights and Privacy Act grants all students significant 
rights of access to their educational records . This Act also protects the 
privacy of these records and requires the college to inform all students of 
the rights and safeguards given in the Act . Students who wish access to any 
written records directly concerning them shall submit their request to the 
Office of Records and Registration, which is authorized to review each request 
and to approve requests that are proper. Faculty members do not have the 
right to release grades to anyone other than appropriate College personnel 
(e.g., an advisor, Dean, etc.); they may not give grades to parents or 
guardians if the student is a legal adult. The Act does not give any student 
the right to contest a grade given in a course, but the Act does give the 
student the right to seek to correct an improperly recorded grade. 
2.9.2 . 7 . Campus Regulations. Observance of 
Faculty members are urged to discourage infractions of campus regulations by 
students and visitors. Violators should be informed or reminded that they are 
breaking College rules . Instructors are referred to the Saint Mary's College 
Student Handbook for information concerning College regulations, their mode of 
enforcement , and the manner in which penalties are imposed . Serious student 
infractions should be reported to the Vice President of Student Affairs . 
Problems with visitors are reported to the Director of Public Safety, 
extension 4282. 
.. 
2.10 FACULTY DEVELOPMENT 
2 .10 .1. Sabbatical Leave 
Sabbatical leaves with full or partial salary are granted to full-time, 
tenured members of the faculty after six years of full-time service on the 
faculty at Saint Mary's College prior to the first or since the last 
sabbatical taken.* The primary purpose of these leaves is to provide released 
time for intellectual enrichment and professional growth. Designed to free 
faculty from their normal teaching, advising and service responsibilities in 
order that they may pursue scholarly and professional goals more intensively 
than is possible otherwise, sabbatical leaves are not considered as payment 
for previous service, but as an investment of the College in its academic 
future and reputation through aiding sabbatical recipients to become more 
productive and useful to Saint Mary's as teachers and scholars. 
Consequently, the purposes for which sabbatical leaves are granted are not to 
be narrowly construed . They may be granted for various reasons related to 
professional growth, development or renewal, including creative and scholarly 
endeavors which promise to enhance the teaching effectiveness of the 
applicant . Typical sabbatical undertakings include, but are not limited to, 
research related to teaching and other professional endeavors, writing, work 
related to the performing arts (creation or performance), post-terminal degree 
study, and study and travel abroad . 
All requests for sabbatical leaves must be submitted by September 1 of the 
year preceding the academic year of the proposed leave.** Sabbatical leaves 
carry 4/7ths salary for the year or full salary for a half-year absence 
(includes January term) . Christian Brothers on sabbatical arrange an 
appropriate stipend with the President of the College. A faculty member 
granted sabbatical leave is expected to remain on the Saint Mary's faculty for 
at least one year after the expiration of the leave. Sabbatical awards are 
made to faculty upon the formal recommendation of the Undergraduate Council or 
the Graduate Council and with the approval of the President .*** Although each 
* Tenured faculty who are or who have been on temporarily reduced (fractional) 
loads may consider seven courses during their temporary reduction to count as 
one year of accumulated service toward a sabbatical leave. Scholarly leave 
does not count toward a sabbatical . 
** Faculty who have been granted a sabbatical which will occur in the year in 
which they will be considered for promotion, tenure, or interim review, should 
make appropriate arrangements for timely (i . e . , prior) Student Rank and Tenure 
evaluations of their classes . Incomplete files may delay the Rank and Tenure 
Committee's consideration of their case . 
*** Faculty who are engaged predominantly in the undergraduate programs of the 
College fall under the jurisdiction of the Undergraduate Council in seeking 
sabbatical leave; faculty who are engaged predominantly in the graduate 
programs of the College fall under the jurisdiction of the Graduate Council in 
this matter. 
2.10 FACULTY DEVELOPMENT2 
2 .10 .1. Sabbatical Leave (continued) 
application will be reviewed on its individual merits, the number granted in 
any year will be subject to available financial resources, departmental 
priorities, and educational program needs. 
Application for sabbatical leave is made after consultation with the 
department chairperson and the dean of the school. All applications must be 
accompanied by a letter from the department chair or program director stating 
whether or not a sabbatical leave replacement is essential. In the event of 
multiple leaves from any one department, the dean must approve their timing 
before the leave can be confirmed by the President.**** 
Sabbatical leaves are not automatic after any stated period of service, but 
will be granted based on consideration of the merits of the proposal. The 
proposal will be addressed to the Undergraduate Council or the Graduate 
Council, as appropriate, and must contain specific information on (a) how the 
sabbatical will be spent, (b) how it will promote the professional growth of 
the instructor, (c) how it will benefit the College, (d) how it will 
contribute to the faculty member's discipline, and (e) how the results of the 
sabbatical will be presented, for example, publication, seminar, lecture, 
meetings, readings, performances, etc. 
The principal criterion in judging a request for sabbatical leave is the 
extent to which it will enhance the professional competence of the faculty 
member. The degree to which the results of the sabbatical leave will 
contribute to the life of the College and the faculty member's discipline will 
also be considered. The past performance of the faculty member will be used 
as an important factor in determining the probability of a successful 
completion of the sabbatical leave project. Thus, the Undergraduate 
Council/Graduate Council may consider the faculty member's record with respect 
to teaching, research, performing arts presentations, other professional 
efforts, and contributions to the College and the faculty member's discipline. 
The Undergraduate Council/Graduate Council may also base their recommendation 
on a consideration of the sabbatical applicant's years of service to the 
College. 
Upon completion of a sabbatical leave, the faculty member shall submit a 
written statement to the dean of his/her school and to the Academic Vice 
President which shall describe the nature of the activity engaged in and the 
extent to which the proposed project was completed. During the first term of 
his/her return, the sabbatical leave recipient will offer an appropriate 
presentation of hisjher research to the College community. 
When sabbatical leave is not granted, the faculty member should be given the 
opportunity to know the reasons for that decision. This information, if 
**** Consult "Sabbatical Protocols" (finalization pending) for further infor-
mation. Copies are available in the Office of the Academic Vice President. 
2 . 10. FACULTY DEVELOPMENT 
2 .10 . l. Sabbatical Leave (continued) 
requested, should come from the chairperson of the Undergraduate 
Council/Graduate Council . 
2.10.2. Faculty Development Awards 
Faculty and Curriculum Development Funds 
Scope: The Faculty Development Fund provides financial support to individual 
undergraduate faculty members for education, research and travel related to 
scholarly professional development. The fund supports attendance at 
conferences, seminars, workshops, and courses which are directly related to 
scholarly professional development. Support is also provided for on-campus 
programs designed to encourage the collective professional development of the 
faculty or groups within the faculty. The fund does not provide support for 
enrollment in particular courses for academic credit, for development of 
courses in curricular programs, or for secretarial assistance, except in the 
case of assistance in publication of research results 
The Curriculum Development Fund provides financial support to undergraduate 
faculty members for study, research or other professional activities directed 
to the updating of current courses, the development of new courses , new course 
content, or innovative teaching methods. 
Eligibility: Persons eligible to receive Faculty and Curriculum Development 
funds are undergraduate faculty in the Schools of Liberal Arts, Science, and 
Economics and Business Administration who hold a full-time faculty rank 
(included are faculty on reduced services plan and academic administrators 
with full - time faculty rank). Also eligible are part-time undergraduate 
faculty who are assigned at least a 5/7 load of full-credit undergraduate 
courses in the above Schools for the current academic year. Part-time faculty 
must have completed teaching at least seven full-credit undergraduate courses 
in the above Schools. 
Limited Development Fund support (to be used during the time of absence) is 
available to faculty on released time, on sabbatical or on scholarly leave of 
absence with pay. A faculty member on leave of absence without pay is not 
eligible for funding, nor is a faculty member eligible during a scholarly 
leave of absence when there is funding by outside sources (e.g., Fulbright, 
Guggenheim). 
For application forms and more detailed information on application and award 
procedures, consult the Dean for Academic Services , in the Office of the 
Academic Vice President. 
2.10.3. Office of Faculty Development and Scholarship 
The Office for Faculty Development and Scholarship provides services to the 
faculty in support of teaching and scholarship. It offers a variety of 
2.10. FACULTY DEVELOPMENT 
2.10.3. Office of Faculty Development and Scholarship (continued) 
activities and services, such as orientation programs for new faculty; 
workshops, colloquia and discussion groups, with a focus on enhancing the 
teaching process; networking and support groups for addressing issues of 
overall professional development; individual videotaping of classes, and 
private teaching consultation; books, journals, and newsletters on teaching; 
assistance in locating funding sources for grants and fellowships; assistance 





Academic Workload (Teaching. Advising. Committees. etc.) for Full-
and Part-time Faculty 
Terms and Conditions of Employment 
Terms and conditions of employment are contained in letters of appointment 
from the President, the Academic Vice President, or the Dean of the School, in 
letters of intent or contracts which are issued during the spring term of each 
year to returning faculty for the following academic year, and in this Faculty 
Handbook . 
In accepting the letter of intent or contract, each faculty member agrees to 
the following applicable conditions: 
l . That, for full-time faculty, he/she will devote full time and effort during 
the period of the agreement to the performance of his/her specified duties, 
and further, that he/she will not accept or engage in any other employment or 
activity which might interfere with the performance of the specified 
obligations without first securing approval in writing of the President. This 
written approval must be renewed annually. 
2. That he/she will teach such subjects in which he/she is qualified as are 
assigned by the College . 
3. That, for full-time faculty, a full-time program normally consists of 
fourteen (14) unit hours per long term, or twenty-eight (28) per year or the 
equivalent thereof, depending on the number and type of preparations involved . 
4 . That the College reserves the right to terminate the agreement at any time 
without further obligation thereunder in the event that the faculty member 
either voluntarily or for any reason whatsoever fails, refuses, or becomes 
incapable of performing the services agreed to be performed. 
5 . That he/she agrees to the provisions of the Faculty Handbook applicable to 
his/her position. 
Full - time faculty are also expected to act as academic advisors to an assigned 
number of advisees , to undertake a reasonable number of independent study 
projects without additional pay, and to serve on the faculty and college 
committees in addition to their teaching. Full - time faculty are also expected 
to undertake a reasonable amount of instruction-substitution for department 
colleagues at the request of the colleague or chairperson (see Meeting 





Academic llorkload (Teaching. Advising. Committees, etc.) for Full -
and Part-time Faculty (continued) 
Teaching Load. Part-time Faculty 
a) Part-time undergraduate faculty ordinarily carry a course load of one (1) 
to four (4) courses; particular circumstances may allow a course load of five 
(5) or six (6) courses with the approval of the Dean. 
b) An annual part-time appointment entailing more than four (4) courses will 
not be made unless there is: 
1) evident departmental need (e.g., multiple sections, diversity of subject 
matter, special experience, enrollments, etc.); 2) evident C9llege need (e.g . , 
human, financial, programmatic) as determined by the Dean; 3) an expressed 
preference for a part-time appointment by an instructor. 
c) Part-time undergraduate faculty whose course load is greater than four (4) 
courses may be assigned additional duties (independent studies, assigned 
advisees, committee work) at the discretion of the College. 
Multiple part-time appointments totaling seven (7) courses or more in a single 
department will not be made unless there is evident need. 
2 .11.2. Outside Employment 
Full-time faculty, will devote full time and effort during the period of the 
agreement to the performance of their specified duties, and further, will not 
accept or engage in any other employment or activity which might interfere 
with the performance of the specified obligations without first securing 
approval in writing of the President. This written approval must be renewed 
annually. 
2 .11. 3. Academic Advising 
Saint Mary's College recognizes that guidance and education are inseparable, 
and considers academic advising to be an extension of the teaching 
responsibilities of its faculty. Accordingly, all full-time faculty members 
are assigned a group of advisees. Faculty advisors are supported by the 
Office of Advising Services/Special Programs. Advisors are expected to make 
themselves available to these advisees on a regular basis and should 
familiarize themselves with the academic requirements of the College and its 
departments to assist students in formulating short - and long-term goals. 
Among the responsibilities of a faculty member as advisor are: academic 
program planning, referral of advisees to other sources of assistance when 
appropriate, making contact with students in academic difficulty when 
receiving notification from the Office of Advising Services . All instructors 
are responsible for advising students in their classes. A criterion for 
promotion and tenure takes student advising into consideration . 
2.11. WORKLOAD 
2.11.4. Off ice Hours 
Instructors are required to hold regular office hours during terms in which 
they teach and to make these hours known by indicating them on cards supplied 
for this purpose at the beginning of each term . One of these cards is for 
posting on the door of the instructor's office. Hours and location of classes 
are also to be indicated on these cards. Office hours should not only be 
regular, but sufficient for the number of advisees assigned as well as for 
appropriate availability to students enrolled in instructor's classes. 
2.12. WORKING CONDITIONS 
2 .12 .1. Offices. Assignment of 
Assignment of offices to the faculty is done by the Deans of the Schools. 
Questions concerning this matter should be addressed to them. 
2.12 . 2 . Photocopier and Duplicating Equipment for Faculty Use 
Photocopier and duplicating equipment for faculty use are located on the first 
and third floors of Galileo and Dante Halls. Services for this equipment as 
well as paper and materials should be requested from the School secretaries 
and/or administrative assistants. 
Use of this equipment is restricted to instructors and staff only . Use by 
students is permitted only by arrangement with an instructor or staff member, 
and with the School secretaries and/or administrative assistants and must be 
for the purpose of copying materials related to the instructor's curricular 
needs or staff member's requirements. 
2.12 . 3. Office Supplies 
Most office supply items are available from the Bookstore or may be ordered at 
the faculty person's request . Any major supply items must be ordered on a 
Purchase Order (available in the office of the Dean of the School) signed by 
the department chairperson. College letterhead stationery and other materials 
are available from the School secretaries and/or administrative assistants . 
2.13. LEAVES 
2 .13 .1. Leaves with Pay 
Maternity leave, etc . , contact Personnel Office. Sabbatical leave, see 2.10 . 1 . 
2 .13 .1.1. Sick leave (Short-term Disability Income Benefits) 
For faculty, accumulation of paid sick leave is at the rate of four weeks for 
each year of full - time employment up to a maximum of three months, at which 
time long-term disability income benefits commence . Sick leave is normally 
coordinated with the State Disability Insurance to assure that one remains at 
100\ of normal earnings for as long as possible. 
2 . 13 . 2. Leaves without Pay 
Leave of Absence 
Full-time faculty may obtain leave of absence with the approval of the 
department chairperson, by recommendation of the Dean of the School and the 
Academic Vice President to the President. Normally, a leave of absence is 
granted, upon request, for an academic term or year and must be formally 
renewed up to a maximum of an additional year . Under extraordinary 
circumstances, the President may extend the leave of absence for an additional 
period of time. Collateral benefits are not due during leave of absence 
except that a faculty member may continue medical insurance during leave, 
normally on the condition that he or she pays the entire premium. One year or 
less of scholarly leave of absence may normally be counted as part of the 
probationary period. Medical or pregnancy leaves normally include the right 
to return unless otherwise stated in writing at the time that the leave is 
granted. A faculty member on leave must notify the Dean of the School or the 
Academic Vice President by April 1st or by 30 days after receipt of contract , 
whatever is later , of intention to return or not to return at the beginning of 
the next academic year . However, faculty members are strongly urged to so 
notify by March 1st. 
2 . 14. FRINGE BENEFITS 
The Director of Personnel Services is responsible for all benefits, policies 
and programs. The Personnel department is responsible for booklets, 
orientation , enrollment, forms, claims, accounting, and related details. 
Coverage is automatic only for benefits required by law (Social Security, 
Workers' Compensation, State Unemployment and State Disability) . Each faculty 
and staff member is personally responsible for enrolling in timely fashion in 
all other benefit programs listed below . 
2 .14 .1. Mandatory Benefits 
All staff of the College, including full- and part-time faculty members, are 
also covered by law by Social Security, Workers' Compensation, State 
Disability and State Unemployment Insurance. 
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2.14. FRINGE BENEFITS 
2 . 14.2. Carrier Benefits: Health. Retirement. etc. 
For full details. contact Personnel Office.) 




















Spouse or first 
dependent--$414.95 
Two or more 
dependents-$580.65 
Employee: paid by Col. 
Spouse or first 
dependent---$72.25 
Two or more 
dependents-$172 . 55 
Employee : paid by Col . 
Spouse or first 
dependent---$71.00 
Two or more 
dependents-$170.00 
Employee : paid by Col . 
Spouse or first 
dependent-- - -$3.05 
Two or more 
dependents--$32.17 
Employee: paid by Col. 
Spouse or first 
dependent-- - --$3.74 




$500 deduc . /family per 
calendar year. 
80\ coverage for most 
services using contrac-
ted physicians; 60\ 
coverage out of network . 
$50 deduc. for prescrip's . 
No deductible; must use 
doctor list for benefits . 
$5/office visit; $25/ 
physical exam; $7/pres-
cription: all copayments. 
100% on most services. 
Chiropractic--$500 max. 
No deductible; must use 
Kaiser doctors and 
facilities. 
$5/prescription. 
No copayments . 
100% coverage for cleaning/ 
x-rays twice a year. 
80% coverage after $50 ded . 
for fillings, oral surgery, 
endodontics, periodontics . 
50% coverage after $50 ded . 
for crowns, jackets, cast 
restoration, bridges, full 
and partial dentures. 
Exams: l/yr., $10 deduct. 
Lenses: l/yr., $25 deduct. 
Frames: l/alternate yrs . , 
$25 deduct. 
No out-of-pocket costs 
when use panel doctors. 
* Coverage begins on first day of month after 30 days of employment . 
2.14. FRINGE BENEFITS 
2.14.2 Carrier Benefits: Health. Retirement. etc. (continued) 
(For full details, contact Personnel Office.) 




EMPLOYEE COST/MONTH DESCRIPTION 
Employee: paid by Col. Pays max. of $336/wk. for 
qualified injured workers 
and all medical costs rela-
ted to work-incurred injuries 
[Workers Compensation] 
or illnesses; must use 
Workers Comp. doctors. 




















Employee: paid by Col. 
Monthly cost/$10,000: 
Sliding scale from 
$.60 (under age 30) 
to $98.20 (over 79). 
Employee: paid by Col. 
(employee coverage 
only) 
Paid by employee: 
1.30% of 1994 salary 
to max. of $412.97. 
Employee: O; may con-
tribute minimum of 
5% of monthly salary. 
College: 7.5% of em-
ployee's mon. salary. 
Employee: 7.65% 
College: 7. 65% 
Employee: paid by Col. 
One times employee's salary 
to max. of $50,000. 
Amounts of $10,000 to max.of 
$30,000 for employee and/or 
voluntary spouse; dep.chil-
dren to max. of $10,000 at 
$.50/$2,500. 
After 90-day waiting period, 
coverage of 60% of salary 
in total or partial disa-
bility cases. 
Benefit-pay based on quar-
terly earnings to max. of 
$266/wk. for 52 wks. of 
qualified disability. 
After completion of one year 
and age 21, College contri-
butes 7.5% of employee's 
monthly salary. 
If individual contracts 
owned at time of hire, im-
mediate participation. 
Provides retirement, survi-
vor, disability benefits; 
also Medicare coverage. 
Pays benefits due to lack 
of employment, depending 
upon cause. 
*Coverage begins on first day of month after 30 days of employment. 
2.14. FRINGE BENEFITS 
2.14.3 . Employee Assistance Program 
The Employee Assistance Program (EAP) furnished by CES Associates provides to 
the employee or any member of the employee's immediate family, confidential, 
comprehensive mental health services by state licensed or certified 
psychologists, social workers, and marriage, family and child counselors, with 
no out-of-pocket costs and no billing to the company's health insurance 
carrier. Mental health services include: alcohol and drug abuse evaluation 
referral and after care follow-up; marital counseling and family therapy; 
crisis intervention and stress management; individual counseling. 
2.14.4. Miscellaneous Benefits 
Certain other miscellaneous benefits such as group homeowners' and auto 
insurance, group personal excess liability insurance, TIAA Life Insurance, 
access to a credit union and some discount buying privileges are also 
available but these are not sponsored by the College. The College does not 
contribute to them, and they are optional and voluntary. 
2.14.5. Institutional Benefits 
2 .14. 5 .1. Tuition Remission 
A waiver of full tuition for attendance at Saint Mary's College is accorded to 
sons and daughters of full-time faculty members, currently employed, in 
accordance with current policy. Recipients of tuition waivers must meet the 
normal admission requirements of the College. 
After one full year of full-time employment, any full-time faculty, employees 
and their spouses are given a tuition allowance for a maximum of one (1) 
course per semester, quarter, or term. There is also provision for "job-
related" tuition allowances for full-time staff. Tuition waiver is a current 
benefit for current faculty and is not accruable. For the full tuition waiver 
policy and related application form, contact the Personnel Office. 
2 . 14.5.2. Use of Facilities: Discounts 
2.14.5.2.1. Athletic Facilities 
Faculty and staff members may use the athletic facilities. The College weight 
room is open during the school year, Monday-Friday, lO:OOam to lO:OOpm, except 
when a physical education class is in session or varsity teams have practices 
(check with the secretary in Madigan Gym). On weekends, Madigan Gym and the 
weight room are open from 9:00am to 9:00pm. 
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2.14. FRINGE BENEFITS 
2.14.5.2.1. Athletic Facilities {continued) 
The swimming pool is open from April to the end of October, noon to 4:30pm 
weekdays {noon to l:OOpm for exclusive use by faculty and staff); and l:OOpm 
to 4:00pm on weekends. 
Madigan Gym, the weight room and swimming pool are closed in the afternoons on 
days of all home football games or special events . 
The tennis courts are open daily, unless being used for varsity tennis or 
physical education classes. Call director of tennis {X4401) for availability. 
A limited number of lockers are available in the McKeon Pavilion. They may be 
obtained by applying to the Athletic Office. 
2.14.5.2.2. Dining Facilities 
During the academic year, the Roncalli dining room is available for faculty 
during lunch hours, 11:00am-1:30pm. Faculty may also purchase meals in Oliver 
Dining Hall {the student dining room), the Brickpile, Cafe Louis, or the 
Mission Road Inn/Pub. Hours for each location are posted. During the January 
Term, holidays and summer months, the Brickpile is available on a limited 
basis. Faculty may pre-pay for their meal needs using the "munch money" 
system. Contact the Marriott office at X4378 for more information . 
2.14.5.2.3 . Bookstore 
The Bookstore is located in Ferroggiaro Center. Hours are Monday through 
Thursday, 8:30am to 6:00pm; Friday, 8:30am to 4:00pm; Saturday, lO:OOam to 
2:00pm, during the academic year . 
The Bookstore, which is operated by Follett College Stores, offers faculty 
members a 10\ discount on all purchases except film, food, magazines, and 
sundries. Charges to VISA and Mastercard are also available for faculty 
members. Faculty are asked to identify themselves before the sale is rung in 
the register. 
The Bookstore accepts special orders for books from faculty and staff . Faculty 
may purchase desk copies from the Bookstore with the understanding that such 
purchases may be returned for the purchase price when desk copy is received 
from the publisher. Faculty have four weeks only from the date of purchase 
for a full refund. Therefore, faculty are urged to write to the publisher for 
personal desk copies as soon as possible. Publisher desk copies marked "Desk 
Copy" may not be returned for full purchase price. 
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2 . 14 . FRINGE BENEFITS 
2.14.5 . Institutional Benefits 
2.14.5.2.4 . Ticket Discounts 
Faculty and staff members are admitted without charge to home baseball, 
football and basketball games . Faculty and staff members need only show their 
Saint Mary's identification card for free admission to home baseball and 
football games. For home basketball games, staff and faculty must pick up 
tickets 24 hours prior to game time from the ticket office. Faculty and staff 
are allowed one ticket to each basketball game. 
The Committee on Lectures, Arts and Music (CLAM) schedules a series of events 
each year designed to enrich and broaden the cultural environment of Saint 
Mary's College and to appeal to the community surrounding the campus. 
Faculty, staff and students of the College are admitted to these events at a 
reduced cost . Faculty and staff may purchase one additional ticket for each 
event at the discount rate . 
2 . 14.5.3. Parking 
Faculty automobiles which are parked on campus must display a faculty parking 
sticker, which can be obtained from the Director of Public Safety . Faculty 
are encouraged to park in the faculty parking lot, alongside Dante Hall , and 
in the staff lot adjacent to Sichel Hall . Parking violations are subject to 
fines. Failure to pay fines will be reported by the Director of Public Safety 
to the Dean of the School . Parking violations in firelanes and zones for 
handicapped are subject to municipal ticketing . 
2.15. COMPENSATION POLICIES 
2 .15 .1. Salary Scales for Full- and Part-time Faculty 
Full-time Faculty Salary Scale for 1994-1995 
I means less than an earned doctorate; II is the salary with the earned 
doctorate; the vertical steps each represent one year of credited experience. 
'When a member of the faculty has completed all requirements for the doctorate 
and has been officially notified by the said University, he/she shall present 
such documents to the Dean of the School and shall move from I to II in the 
salary scale on July 1 next or February 1 next, whichever date is nearest in 
time. 
Initial placement on the faculty salary scale is determined by the Academic 
Vice President or Dean of the School, as applicable. 
All full-time faculty salaries are paid over a twelve-month period, in twenty-
four equal semi-monthly payments. All part-time salaries are paid over an 
applicable period determined by the Director of Personnel Services. All part-
time faculty ordinarily hold the academic rank of Lecturer. Part-time faculty 
ordinarily carry a course load of from one to four courses (combination of 
fall and spring terms), have no additional duties (i.e., assigned advisees, 
independent studies, committee work, substitution), and are placed on the 
Lecturership salary per-course scale. 
A scale increase for each step is given per year as for full-time salaries. 
Lecturers are advanced from I to II with certification of earned doctorate, as 
with full-time faculty, and are advanced by step after completion of seven 
courses at Saint Mary's College. Advancement is made in September or 
February. Top of range is the tenth step. 
Part-time faculty may be assigned a five-course teaching load with additional 
duties (assigned advisees, independent studies, committee work and required 
instruction-substitution) at the discretion of the College. Such faculty 
receive a salary based upon the full-time salary scale and hold the academic 
rank of Lecturer. 
A different Lecturer's salary range exists for part-time faculty in Graduate 
Business programs, the School of Education, and the School of Extended 
Education. 
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2.15 COMPENSATION POLICIES 
2.15.1 Salary Scales for Full- and Part-time Faculty (continued) 
FULL TIME FACULTY SALARY SCALE FOR 1994-1995 
INSTRUCTOR ASSISTANT ASSOCIATE PROFESSOR 
I II I II I II - - - - -
1. $29. 777 $31,275 $33,531 $35,467 $40,865 43,331 $55 ,211 
2. 31,311 32,887 34,760 36,723 42,503 45,040 56,982 
3 . 32,843 34,498 36,035 38,024 44,207 46,817 58,755 
4. 37,356 39. 371 45,978 48 , 663 60,542 
5. 38,726 40,765 47,821 50,583 62,327 
6 . 40,146 42,209 49,738 52,578 64 , 117 
7. 65,924 
LECTURERSHIP SALARY RANGE PER COURSE 1994-1995 
I II - - -
(without doctorate) (with doctorate) 
1. $2,978 $3,128 
2 . 3,131 3,289 
3 . 3,284 3,450 
4. 3,353 3,547 
5. 3,476 3 ,672 
6 . 3,604 3,802 
7 . 3,736 3,937 
8. 3,873 4,077 
9. 4,015 4,221 
10 . 4,087 4,333 
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2.16. GRIEVANCE 
2 .16 .1. Faculty Grievance: Introduction 
1. The intent of a grievance procedure is to give to each member of the 
faculty the right to have his/her grievance heard in a predictable manner 
which, among other things, permits the participation of his/her 
colleagues. It is to be hoped that the underlying spirit, at each step in 
the procedure, will be to effect the timely and equitable settlement of 
the grievance. 
2. The procedure will assist in settling disputes between faculty members and 
other faculty members or administrators. It will assist in resolving the 
following grievable issues: 
a) errors in the procedures for carrying out policies 
b) errors in policy or absence of proper policy 
c) errors in administrative policies 
Grounds for appeal which have special procedures and are separate from a), 
b) and c) above are: 
d) alleged inadequate consideration by the College Rank and Tenure 
Committee, the Academic Vice President, or the President in tenure 
and promotion recommendations and/or decisions 
e) alleged violations of academic freedom by the Rank and Tenure 
Committee, the Academic Vice President, or the President in tenure 
and promotion recommendations and/or decisions 
f) alleged violations of affirmative action (and/or non-discrimination) 
policies. (Complaints containing such allegations are referred to 
the Affirmative Action Compliance Committee, see 1.7.2.6 . ) 
2.16.2. Faculty Grievance: General Procedures 
1. A grievance will be heard beginning with Step 1 of the procedure and 
continuing in established order until a settlement has been reached or a 
decision has been accepted by all parties to the grievance, or the last 
step has been fully implemented. 
2. Grievances must be initiated in writing within 60 school days of the 
alleged offense. Grievances not involving the President should be 
initiated in the office of the Academic Vice President. Grievances 
involving the President should be initiated in the Office of the 
President. 
3. School days are defined as days on which regular undergraduate scholastic 
year classes are scheduled, according to the official academic calendar 
published in the College Catalog. 
2 . 16. GRIEVANCE 
2.16 . 2 . General Procedures (continued) 
4 . If a settlement has not been reached or a party to the grievance is 
dissatisfied with the decision made, the party may make an appeal which 
brings the case to the next step . A decision is final if it is not 
appealed within given time limits or if no further appeal can be taken 
under this procedure . 
5 . Whenever a faculty member's grievance is being discussed, he/she may be 
accompanied by one of his/her colleagues who serves without prejudice or 
fear of reprisal . 
6 . After commencement of a grievance procedure, additional grievances or 
alterations in the original grievance require that the procedure begin 
again . 
2 . 16 . 3 . Role of Grievance Committee 
The Grievance Committee is convened to hear faculty grievances (for committee 
description, see 1 . 7 . 4 . 1 . ) . 
l. For the hearing of each particular case, each party to the grievance can 
challenge two members . If insufficient challenges are registered, the 
committee is reduced to five by lot, the chairperson to be elected by the 
committee. 
2 . The chairperson of the Academic Senate will insure that the committee be 
operative within five school days from the request . 
3 . The Grievance Committee (as constituted above) : 
a) shall ascertain that Steps I and II (Grievance Procedure Not 
Involving the President) were unsuccessful in bringing about a 
settlement 
b) may confer with any members of the College community appropriate to 
the case . (Any person serving as a conferee serves without prejudice 
or fear of reprisal.) 
c) may refuse to take further action after reviewing the written 
complaint and shall give a written report of the reasons for refusal 
d) may conduct a formal hearing of the grievance, making inquiry, 
receiving evidence and taking testimony . All parties to the 
grievance shall have the right to be heard and to be present at all 
of the formal hearing sessions, and also shall have the right to 
present and to question witnesses . The committee shall have the 
right to request witnesses to appear and to take their testimony . 
e) may engage in additional fact-finding, suggest policy changes , decide 
that redress is due to the grievant 
f) may refer the case to another committee or a higher authority if the 
case so warrants , with or without recommendations. 
2.16 . GRIEVANCE 
2.16 . 3. Role of Grievance Committee (continued) 
4 . A decision of the majority of the committee constitutes the decision of 
the committee . 
5. All proceedings of the committee are considered confidential. Meetings 
are not public . 
6. Minutes of the Grievance Committee hearings and all related documentation 
will be kept in a confidential file in the Office of the President. These 
minutes will be kept separate from any personnel files. 
2.16 . 4. Grievance Procedures Not Involving the President 
Step I . Informal Discussion 
a) Following receipt of grievance by the Academic Vice President, 
an informal discussion shall take place between the parties to the 
grievance and their immediate superior(s) or hisjher representative 
(in case he/she is one of the parties, his/her superior), who set 
the date for an informal meeting to take place not later than five 
school days after notice received . 
b) Informal discussions may continue until the grievance is settled or 
until the passage of ten school days from the date of the first 
informal discussion, whichever occurs first . 
Step II. Written Complaint of Grievance 
a) Within five school days from the terminal date of the informal 
discussion, the grievance and redress sought must be submitted as a 
complaint in writing to the Academic Vice President (or if he is a 
party involved, to an official designated by the President) together 
with a copy to the other party to the grievance, who will then have 
five school days from the receipt of the copy to answer the 
complaint in writing to the Academic Vice President (or designee of 
the President). 
b) The Academic Vice President (or Presidential designee) shall then 
consider the written complaint and answer, together with any oral 
statements and other pertinent data he may seek or require , and make 
his decision in writing with a copy to each party to the grievance , 
not later than twenty school days from the terminal date of the 
informal discussions. 
2.16. GRIEVANCE 
2.16.4. Grievance Procedure Not Involving the President (continued) 
Step III. Grievance Committee 
a) A party to the grievance who is dissatisfied with the decision of 
the Academic Vice President or the Presidential designee and who 
desires the chairperson of the Academic Senate to convene the 
Grievance Committee for a hearing, must give the chairperson, for 
delivery to the Grievance Committee, a written complaint explaining 
specifically why the decision is believed to be erroneous. The 
complaint and request for hearing addressed to the chairperson of 
the Academic Senate must take place within fifteen (15) school days 
of the decision by the Academic Vice President or the Presidential 
designee. The formation of the committee shall be in conformity 
with the rules set down in the grievance procedures. If the 
complaint is delivered fewer than thirty (30) school days before the 
end of the academic year, the written complaint shall be submitted 
to the chairperson of the Academic Senate within ten (10) school 
days following the commencement of the new academic year and be 
assigned to the Grievance Committee for that year. 
b) The Grievance Committee will proceed in accordance with paragraph 3 
above, Role of Grievance Committee (2.16.3.). 
c) The Grievance Committee hearing may continue for a period not to 
exceed twenty school days after the committee has been selected. The 
decision of the committee must be rendered within thirty days from 
the commencement of the hearing or within ten school days from the 
end of the hearing, whichever is sooner. 
Step IV. Appeal to President 
A party dissatisfied with the decision rendered by the Grievance Committee may 
appeal to the President of the College whose decision shall be final. 
2.16.5. Grievance Procedure Involving the President 
Step I. Informal Discussion 
a) An informal discussion shall take place between the faculty member 
and the President. The faculty member may be accompanied by another 
member of the College as his/her representative if that is the 
faculty member's desire. If the colleague is present as the 
representative of the faculty member, the President must be so 
advised at the outset of the discussion. The colleague may be 
authorized to represent the faculty member in his/her absence when 
the President determines that the faculty member has received notice 
of the meeting and has requested the colleague to attend in his/her 
place. 
2.16 GRIEVANCE 
2.16 . 5. Grievance Procedure Involving the President (continued) 
b) Informal discussions may continue until the grievance is settled , or 
until the passage of ten school days from the date of the first 
informal discussion, whichever occurs first . 
Step II. Appeal to the Board of Trustees 
If Step I does not produce agreement within the stated time limit, the grievant 
may appeal in writing to the Board of Trustees or a committee thereof within ten 
school days after expiration of the stated time limit. 
2.16 . 6 . Appeal Against Rank and Tenure Recommendations and/or Decisions 
Appeal Procedures 
1 . If the faculty member desires to appeal a negative rank and tenure 
decision, he or she shall within 60 school days after the date of the 
President's notification to the faculty member of the President's decision 
submit a petition in writing to the President stating the grounds upon 
which the candidate bases his or her appeals . The President will forward 
the petition to the Academic Vice President and the chairperson of the 
Academic Senate . 
2. There are two grounds upon which the faculty member may appeal a negative 
decision: inadequate consideration and violation of academic freedom . The 
procedures below shall apply based on the grounds of the appeal alleged by 
the faculty member. 
2 . 16 . 6 . 1. Appeal in Case of Alleged Inadequate Consideration 
Procedures in case of alleged inadequate consideration by the Rank and Tenure 
Committee or the Academic Vice President in rank and tenure recommendations : 
If the President renders a negative decision in agreement with the Rank and 
Tenure Committee and/or the Academic Vice President , the faculty member may 
appeal the recommendation of the Rank and Tenure Committee or Academic Vice 
President. 
Petitions for appeal alleging inadequate consideration shall be sent to the 
President who will forward them to the Academic Vice President and to the 
chairperson of the Academic Senate, who will refer them to the Grievance 
Committee. 
2.16. GRIEVANCE 
2.16 . 6.1.1. Grievance Committee Procedure 
1. The Grievance Committee will be convened in the normal manner as specified 
under Role of Grievance Committee (2.16.3.). 
2 . The Grievance Committee will determine whether the recommendation of the 
Rank and Tenure Committee and/or the Academic Vice President may have been 
the result of inadequate consideration in terms of the relevant standards 
of the College, with the understanding that the Grievance Committee should 
not substitute its judgment on the merits for that of the College Rank and 
Tenure Committee or that of the Academic Vice President, but should decide 
whether on its face, a case for reconsideration by the Rank and Tenure 
Committee or the Academic Vice President has been made by the appellant 
and the evidence at hand. 
3. The Grievance Committee shall consider whether the information available 
to the Rank and Tenure Committee was adequate to support its decision, 
whether it was viewed in the light of relevant standards, and whether only 
relevant and proper standards were applied. 
4. The members of the Grievance Committee who are hearing the case will have 
access to the confidential material which is available to members of the 
Rank and Tenure Committee and the Academic Vice President for the case 
being appealed . They shall also have access to those portions of the 
minutes of the meeting(s) in which the appellant was discussed. The 
Grievance Committee is bound by the same confidentiality that binds the 
Rank and Tenure Committee. 
5. The Grievance Committee will request reconsideration by the College Rank 
and Tenure Committee (sitting at the time of the request) and/or the 
Academic Vice President, when the Grievance Committee believes that 
adequate consideration was not given to the faculty member's 
qualifications; it shall indicate in what respects it believes the 
consideration may not have been adequate . Should the Grievance Committee 
find that information in a specific area was unavailable, insufficient, or 
inaccurate, it will request that such information be supplied or corrected 
through the office of the Academic Vice President and be submitted to the 
Rank and Tenure Committee for its reconsideration of the case. 
6. A decision of the majority of the committee constitutes the decision of 
the committee. 
7. All proceedings of the committee are considered confidential. Meetings 
are not public. 
2.16. GRIEVANCE 
2 .16. 6 . 1. Appeal in Case of Alleged Inadequate Consideration 
2 . 16.6 . 1 . 1 . Grievance Committee Procedure (continued) 
8. Whether it requires reconsideration or not, the Grievance Committee shall 
provide copies of its report to the faculty member, the College Rank and 
Tenure Committee, the Academic Vice President and the President of the 
College. 
9. If so requested, the Rank and Tenure Committee will reconsider the case 
and provide the President with its recommendation. 
10 . The President's decision becomes final after he has reviewed the findings 
of the appellate procedures. He will state his reasons in writing if 
requested to do so by the faculty member. 
11. Minutes of the Grievance Committee hearings will be kept in a confidential 
file in the Office of the President . These minutes will be kept separate 
from any personnel files . 
Procedure in cases of alleged inadequate consideration in rank and tenure 
decisions by the President : 
If the President renders a negative decision in opposition to the recommendations 
of both the Rank and Tenure Committee and the Academic Vice President, the 
faculty member may appeal the decision . 
Step I . Informal Discussion 
a) An informal discussion shall take place between the faculty member 
and the President . The faculty member may be accompanied by another 
member of the College community as his/her representative if that is 
the faculty member's desire. If the colleague is present as the 
representative of the faculty member, the President must be so 
advised at the outset of the discussion . The colleague may be 
authorized to represent the faculty member in his/her absence when 
the President determines that the faculty member has received notice 
of the meeting and has requested the colleague to attend in his/her 
place . 
b) Informal discussions may continue until the appeal is settled , or 
until the passage of ten school days from the date of the first 
informal discussion, whichever occurs first . 
Step II Grievance Committee 
If no resolution occurs at Step I , the member may request a hearing by the 
Grievance Committee . 
2.16 . GRIEVANCE 
2 . 16.6 . 1 . Appeal in Case of Alleged Inadequate Consideration 
2 . 16 . 6 . 1 . 1 . Grievance Committee Procedure (continued) 
The Grievance Committee shall then review recommendations of the College Rank and 
Tenure Committee and the Academic Vice President, the statement of reasons by the 
President, and any new evidence the faculty member may wish to present. If the 
Grievance Committee judges the consideration by the President was prima facie 
inadequate , it will ask the President to reconsider. 
The President's decision becomes final after he has reviewed the findings of the 
appellate procedures. He will restate his reasons in writing if requested to do 
so by the faculty member. 
2 . 16.6 . 2 . Appeal in Case of Alleged Violation of Academic Freedom 
Appeal procedures in cases of alleged violation of academic freedom in rank and 
tenure recommendations and decisions: 
Petitions for appeal alleging academic freedom violations should be referred to 
the chairperson of the Academic Senate who will refer the petition to the 
Grievance Committee. 
2 . 16 . 6 . 2 . 1 . Grievance Committee Procedure 
1 . The Grievance Committee will be convened in the normal manner as specified 
under Role of Grievance Committee (2.16 . 3 . ) . 
2. In cases in which the Rank and Tenure Committee and/or the Academic Vice 
President have made a negative recommendation and the President has made 
a negative decision, the committee will : 
a) determine whether or not any of the recommendations constitutes a 
prima facie violation of academic freedom ; 
b) seek to settle the matter by informal methods; 
c) if the matter remains unresolved, decide whether the evidence 
submitted in support of the petition warrants the establishment of 
proceedings to be conducted by an ad hoc elected faculty Rank and 
Tenure Review Committee. The ad hoc Rank and Tenure Review 
Committee will be elected according to the procedures established 
for the election of the regular Rank and Tenure Committee, with the 
exception that an additional two at-large members would be elected . 
The Rank and Tenure Review Committee (nine members reduced to five 
by challenges , two by the faculty member and two by the Rank and 
Tenure Committee or the Academic Vice President, or reduced by lot 
if there are no challenges), if instituted, proceeds in accordance 
with Section 10 of the Recommended Institutional Regulations (1977) 
described in AAUP Policy Documents and Reports. 
2.16. GRIEVANCE 
2 .16. 6 .1. Appeal in Case of Alleged Violation of Academic Freedom 
2.16.6.2.1. Committee Grievance Procedure (continued) 
3. Members of the Grievance Committee, the ad hoc Rank and Tenure Review 
Committee (reduced to five) and the members of the Board of Trustees who 
are hearing a case will have access to the confidential material which is 
available to the members of the Rank and Tenure Committee and the Academic 
Vice President for the case being appealed. They shall also have access 
to those portions of the minutes of the meeting(s) in which the appellant 
was discussed. The Grievance Committee, the ad hoc Rank and Tenure Review 
Committee and members of the Board of Trustees are bound by the same 
confidentiality that binds the Rank and Tenure Committee. 
4. The ad hoc Rank and Tenure Review Committee shall provide copies of its 
report to the faculty member, the members of the Grievance Committee, the 
College Rank and Tenure Committee, the Academic Vice President and the 
President, indicating whether or not it judges that a violation of 
academic freedom has occurred or not. 
5. A decision of the majority of the committee constitutes the decision of 
the committee. 
6. All proceedings of the committee are considered confidential. Meetings 
are not public. 
7. The President's decision becomes final after he has reviewed the findings 
of the appellate procedure. He will state his reasons in writing if 
requested to do so by the faculty member. 
8. Minutes of the ad hoc Rank and Tenure Review Committee will be kept in a 
confidential file in the office of the President. These minutes will be 
kept separate from any personnel files. 
In those cases alleging academic freedom violation in which both the Rank 
and Tenure Committee and the Academic Vice President have made a positive 
recommendation and the President has made a negative decision, the 
Grievance Committee will: 
a) review the case in accordance with Sections 1, 2, 3, 4 above 
(modifying where necessary) 
b) thereafter, if the President of the College finds the 
recommendations of the ad hoc Rank and Tenure Review Committee 
unacceptable, the faculty member may request the Board of Trustees 
to review the record of the case. The Board of Trustees shall make 
the final decision. 
2.16. GRIEVANCE 
2.16.7. Affirmative Action Grievance: Introduction 
1. The intent of this grievance procedure is to give each member of the 
College community- -administration, faculty, staff, or student- -who alleges 
sexual harassment or discrimination on the basis of race, color, religion, 
national origin, sex, age, or disability the right to have his/her 
grievance heard in a predictable manner which, among other things, permits 
the participation of his/her colleagues. It is to be hoped that the 
underlying spirit, at each step in the procedure, will be to effect the 
timely and equitable settlement of the grievance. 
2. The procedures followed by the Affirmative Action Compliance Committee 
(AACC) are intended to be informal, yet sufficient to guarantee 
fundamental fairness to the parties involved and adequate to resolve less 
serious complaints. 
3 . If the AACC receives a complaint which is not directly related to 
affirmative action matters, the complainant will be directed to the person 
or forum appropriate for the matter. 
2.16 . 8. Affirmative Action Grievance: Procedure 
1. A member of the College community--administration, faculty, staff, or 
student--who alleges sexual harassment or discrimination on the basis of 
race, color, religion, national origin, sex, age, or disability should 
direct the complaint to the chairperson of the AACC. 
2. The complaint should be in writing, and must be filed within sixty (60) 
days of the incident which is the basis of the complaint. The kind of 
offense which is alleged must be specified, and the complaint must 
identify a respondent. 
3 . Upon receiving a complaint, the AACC chairperson will meet with the 
complainant. This meeting will take place no later than fifteen (15) days 
after receipt of the complaint. 
4 . At this initial meeting with the complainant the AACC chairperson will 
determine if preliminary means of resolution have been attempted. If 
appropriate, the chairperson will attempt further preliminary means of 
resolution . 
5. No further action on the complaint will be taken unless such preliminary 
means of resolution have been attempted. 
6 . If the matter is settled at this point, a written memorandum of the 
complaint and resolution of the parties involved will be filed by the AACC 
chairperson with the Director of Personnel Services. Copies of the 




2.16.8. Affirmative Action Grievance: Procedure (continued) 
Hearing 
1. If preliminary means do not produce a resolution, the AACC will hold a 
hearing on the complaint or proceed by interviews, by review of written 
evidence, by calling witnesses or by using other means of investigation at 
its discretion. The AACC chairperson will give notice of the day, time, 
and place of the hearing to the grievant and respondent if a formal 
hearing is conducted. 
2. To allow for adequate preparation, the hearing is to be held no earlier 
than fifteen (15) days after the initial meeting. Neither is it to be 
held any later than thirty (30) days after the initial meeting. Upon 
receipt, the chairperson may grant a fifteen (15) day extension to either 
party. 
3. The complainant and respondent have the right to appear at the hearing and 
to be heard by the AACC. The committee has the right to determine whether 
the complainant and respondent shall appear separately or whether both 
must be present at the same time. At its discretion, the AACC may request 
further evidence or continue the hearing to a later date. 
4. Should the respondent refuse to appear or present a defense, the AACC will 
proceed on the basis of the evidence available. 
Resolution 
1. No later than ten (10) days following the close of its investigation or 
hearing, the AACC will issue its written resolution of the complaint. 
2. The resolution may be: 
a) a declaration which states the rights of each party; or 
b) a recommendation which calls upon appropriate authority to impose 
recommended sanctions. 
3. The AACC chairperson will deliver this resolution to the complainant, 
respondent, and the President of the College. In addition, in the case of 
recommended sanctions, a copy of the resolution will be delivered to the 
person or authority who is to impose the sanctions. 
2.16. GRIEVANCE 
2.16.8. Affirmative Action Grievance: Procedure (continued) 
Appeal 
1. The complainant or respondent may appeal the resolution of the AACC to the 
President of the College, whose decision in all personnel matters is 
final. 
2. Any appeal to the President of the College must be taken within thirty 
(30) days of the delivery of the AACC resolution. 
3.0 ACADEMIC POLICIES AND SERVICES 
3 .1. Classroom Policies 
3 .1.1. Academic Honesty Policy 
3.1.1.1. Academic Honesty 
Saint Mary's College expects all members of its academic community to 
abide by ethical standards both in conduct and in exercise of 
responsibility toward other members of the community. Absolute honesty 
must be adhered to at all times if the integrity of scholarship and the 
reputation of the College are to be maintained. Conduct which violates 
the principle of academic honesty is subject to College disciplinary 
action, which may include dismissal from the College. 
Any work that a student undertakes as part of progress toward a degree or 
certification must be the student's own, unless the relevant instructor 
specifies otherwise. That work may include examinations, whether oral or 
written, oral presentations, homework, laboratory exercises, papers, 
reports, and other written assignments. Whenever possible, an instructor 
should specify the rules that students are to follow in completing these 
assignments. In written work other than examinations, a student must 
clearly indicate the sources of information, ideas, opinions , and 
quotations that are not his or her own. 
Academic dishonesty as identified below is sharply distinguished from the 
free discussion and interchange of ideas among students and faculty--one 
of the most important benefits of academic life. The College encourages 
such discussions and interchanges in every possible way. 
The following definitions of academic dishonesty and resultant penalties 
are published in both the Student Handbook and the Faculty Handbook. All 
students are held responsible for being acquainted with these regulations. 
3 . 1.1.2. Academic Dishonesty 
Any activity which represents falsely one's own academic performance or 
interferes with that of another is academic dishonesty. The most common 
forms of academic dishonesty are cheating and plagiarism. To cheat is to 
employ deception or dishonesty in the completion of any type of assignment 
(for example, homework, quiz, examination, written paper). 
To plagiarize is to pass off as one's own another person's ideas, data, or 
language without specific and proper acknowledgement. Thus, in order to 
avoid plagiarism one must always specifically acknowledge one's 
indebtedness to the words, ideas or data of another, whether these are 
quoted, paraphrased, summarized or otherwise borrowed. 
The forms of academic dishonesty discussed above include, but are not 
restricted to: 
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Academic Honesty Policy (continued) 
a) Use or performance of another person's work . 
Submitting a paper that someone else has prepared, either in part or 
whole, or submitting a paper which owes any part of its substance to 
unacknowledged assistance from another; preparing all or part of a 
paper or other written assignment for another person . 
b) Misconduct during an examination 
Copying from another student's paper, consulting unauthorized 
material,giving information to another student, or colluding with 
one or more students during an examination . 
c) Prior possession of an examination . 
Acquiring or possessing an examination before it is given , unless 
the instructor grants permission. 
d) Submission of false data. 
Submitting contrived or altered data, quotations, or documentation 
with an intent to mislead or deliberately attributing material to a 
source other than that from which a student obtained it . 
e) Submission of work used previously . 
Submitting, without an instructor's prior permission , any academic 
work that a student has already submitted in the same or similar 
form as part of an academic requirement at this College or at any 
other institution . 
f) Falsification of transcripts, grades, or other official records . 
Falsifying, tampering with, or misrepresenting one's own transcript 
or other academic record, or that of another student or any material 
relevant to a student's academic performance . 
3 . 1.1.3. Procedures 
1. If an instructor suspects a student of engaging in an act of academic 
dishonesty, the instructor should promptly seek to discuss the alleged 
offense with the student before reporting it to other members of the 
academic community. If upon this discussion it is resolved that no 
violation of academic honesty occurred, the issue is resolved. However, 
if during this discussion the student acknowledges a violation of 
academic honesty occurred, the instructor notifies the department 
chairperson and follows the procedures outlined below in 3., and the 
appropriate penalty is assessed. 
Rev. 8/94 
3.0. ACADEMIC POLICIES AND SERVICES 
3.1 . 1. Academic Honesty Policy (continued) 
3 . 1.1.4 
2 . If after discussion with the student the instructor remains suspicious 
that an act of academic dishonesty may have occurred, the instructor 
consults the chairperson of the department (in cases where the 
instructor is the chairperson, he/she consults with a senior colleague 
in the department) . In cases where the instructor and the chairperson 
disagree, they may consult colleagues in order to clarify the suspected 
act of academic dishonesty, but every effort should be made to protect 
the student's privacy. If at this point the chairperson is unconvinced 
that an act of academic dishonesty has occurred, the matter will not 
be pursued further. 
3. If the instructor and chairperson agree that an act of academic 
dishonesty has occurred , the instructor will report the offense to the 
dean, who shall inform the Registrar. The Registrar will then record 
the information that the student has been so charged and will inform 
the student's faculty advisor. 
4. The Dean will normally call the student within a week for a conference 
and will explain the seriousness of the offense, the penalties and the 
procedures for appeal . The student will be required to acknowledge in 
writing that this information is understood. Such an acknowledgement 
is not to be construed as an admission of guilt . 
5 . The student may, within one week (seven calendar days) of the 
conference with the Dean, file a written appeal to the Committee on 
Acad~mic Petitions and Standards (through the office of the Dean for 
Academic Services) . The Dean will convene the Committee on Academic 
Petitions and Standards after determining that the foregoing procedures 
have been followed . 
6 . If the appeal fails or if after one week (seven calendar days) no 
appeal has been filed , the following penalties will be applied . 
Penalties 
1. The penalty for the first offense for (a) through (e) above shall be 
total loss of credit for the assignment or examination in question . 
2 . The penalty for the second offense for (a) through (e) above shall be 
failure in the course in question and dismissal from the College by the 
appropriate Academic Dean (i.e., the Dean of the School of the 
student's major). In a case where an appeal is pending at the time of 
graduation, the diploma shall be withheld until the case is resolved . 
3. The penalty for an offense of (f) above, given the nature of such 
cases that could be included within this category, will be determined 
through the individual review of each case by the Dean of the student ' s 
School and the Registrar . The penalty for a first offense could 
include dismissal from the College. 
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3.1.1. Academic Honesty Policy (continued) 
4 . A student who has been dismissed from the College for academic 
dishonesty may not petition the Dean of his or her School for 
readmission before the end of the next long semester. 
3.1 . 2. Definition of Letter Grades 
The College defines letter grades as follows: A, excellent; B, very good; C, 
satisfactory; D, barely passing; F, failing. The average grade should be in the 
C range (1.5 to 2 . 5) and, while it is recognized that there may be significant 
variations in student ability and performance from class to class, department 
chairpersons should discuss grading practices with faculty who have a consistent 
pattern of deviation from the C range. 
3.1 . 3 . Final Examinations and Papers 
Final examination week is part of the 15-week academic semester. Faculty ttB'f rot 
require of students the completion of final examinations, final papers or 
pro1ects in lieu of examinations. at any time through the last day of regularly 
scheduled classes, i.e . , no such final requirements (exams, papers or projects) 
may be imposed before the end of the last regular class meeting of the term . 
During final exam week, students may not be required to submit final papers, 
projects, or take-home exams before the time at which the class's final exam 
would have been given according to the posted schedule, nor should these 
materials be submitted after that scheduled time has passed . Faculty who do not 
conduct final exams are expected to use the scheduled time for a final class 
meeting . Department chairpersons have the responsibility to see that the above 
policy is maintained . Copies of final examination questions should be given to 
the chairperson for departmental files. Final examination papers or term papers 
given in lieu of final examinations may be returned to the student or should be 
kept on file by the instructor for at least one year. Both final examinations 
and term papers are the property of the College . 
3 . l.4 . Meeting Classes 
Instructors are expected to meet their classes as scheduled or to notify the Dean 
of the School in case of sickness or other reasons for absence . It is the 
responsibility of the instructors to assure that their classes are covered by 
colleagues if they are absent for more than two consecutive class periods. 
3.1.5 . Order in the Classroom 
It is the instructor's responsibility to create and maintain in his/her classroom 
an atmosphere conducive to serious academic pursuits . Hence, he/she may 
establish norms for classes that further these goals. The Vice President for 
Student Affairs should be consulted in cases of serious disciplinary problems in 
student conduct. 
3.1.6 . Class Attendance (Students) 
Regular class attendance is an important obligation and an essential condition 
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3.1.6. Class Attendance (continued) 
for successful academic progress. Excessive absence may seriously jeopardize the 
satisfactory completion of a course. Flagrant absence can be a cause for 
dismissal from the College. Instructors are responsible for establishing and 
communicating the attendance policy for a given course. Students are responsible 
for all assignments in each of their courses, whether or not the assignments were 
announced during an absence. Penalties for absences depend upon the nature and 
the amount of work missed, of which the instructor is the sole judge. It is not 
permissible to miss regularly-scheduled classes for the purpose of 
intercollegiate athletic practice. A student who misses the first session of a 
course, even if he/she is preregistered, may have his/her place in that course 
given away and be denied further attendance in that course. 
3.1.7. Homework Requirements 
A minimum of two hours of out-of-class preparation is expected of all students 
for each hour in class. 
3.2. Registrarial Policies 
3.2.1. Academic Calendar 
Registration for the fall term usually occurs on the Tuesday after Labor Day and 
classes begin on the following day. This term runs for fifteen weeks, including 
a final examination week. The third (or fourth) Friday in October and 
Thanksgiving (Thursday and Friday) are holidays in the fall. Registration for 
the January term is customarily the first Monday after January l. Classes for 
the January term begin on registration day and continue for four weeks. After 
a one-week break, the spring term commences with registration on the following 
Monday (i.e., five weeks after the start of the January term), and classes begin 
on Tuesday. This term lasts for fifteen weeks, including a final examination 
week, the only holidays being the week preceding Easter through Easter Monday. 
The spring term officially ends after Commencement exercises take place. 
3.2.2. Submission of Grades 
All faculty are required to submit final grades for all students and mid-term 
grades for students making unsatisfactory progress. Grade marking materials are 
available in the Registrar's Office at the beginning of mid-term and final 
examination periods. Faculty members are expected to submit grades by the 
deadline set by the Registrar. 
3.2.2.l. Grade Changes 
The policies on assigning an I grade (Incomplete) and on grade changes are 
specified in the College Catalog. Petition forms for the above are available in 
the Registrar's Office and are subject to approval by the Registrar. 
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3.2 . 3. Final Examination Scheduling 
In order to reduce the possibility of a student's having several hours of 
examination on the same day, instructors are reguired to conduct such 
examinations in accordance with the following schedule of final exam week: 
FINAL EXAMINATION SCHEDULE 
EXAMINATION DAYS: MONDAY, TUESDAY, WEDNESDAY, THURSDAY 
REGULAR CLASS SCHEDULE FINAL EXAMINATION HELD: 
Days: Beginning Time: Day: Time: 
MW F 8 : 00 Wednesday 13:00-15:00 
MW F 9 : 10 Tuesday 13:00-15:00 
MW F 10:20 Monday 10:30-12:30 
MW F 11:30 Monday 8:00-10:00 
MW F 12:40 Wednesday 10:30-12:30 
MllF or MW 13:50 Thursday 8:00-10:00 
MllF or MW between 15:00 & 17:00 Thursday 13:00-15:00 
MllF or MW 18:00 or later Monday class time 
TR 8:00 Tuesday 8:00-10:00 
T R 9:40 Monday 13:00-15:00 
TR 11:20 Tuesday 10:30-12:30 
T R 13:10 Wednesday 8:00-10:00 
T R between 14:50 & 17 : 00 Thursday 10:30- 12:30 
T R 18 : 00 or later Tuesday class time 
Late afternoon and evening classes will have their examinations at regular class 
time or at a time arranged by the instructor with the students during final exam 
week. Four or five days a week classes will have their examinations at the time 
scheduled for MllF classes. 
Instructors with multiple sections of the same course may request a single 
examination time from the Registrar's Office. 
3.2.4. Class Schedule Changes 
Instructors must advise the Registrar immediately if they make any change in 
their class scheduling (time or location). It is essential, in case of 
emergency , that the Registrar and other College offices be able to locate a 
student or instructor quickly. Classroom assignments are registered on a master 
list and are printed on each student's schedule. Vhen a classroom location is 
changed or there is a change in the hours the class is taught, unless the 
Registrar is notified, it becomes difficult to locate the instructor or student 
in case of emergency . 
3.0. ACADEMIC POLICIES AND SERVICES 
3 . 3. Library and Media Services 
St. Albert Hall , named for the 13th-century philosopher and theologian, houses 
the main library collection of over 180, 000 books, videotapes, and other 
materials, and l, 070 current periodicals. A small chemistry and physics 
collection is located in Galileo Hall. Within the main library are housed 
several special collections. The College Archives is a collection of materials 
reflecting the history of Saint Mary's College . Faculty publications, 
administrative records, artifacts, film of past sports events , and hundreds of 
photographs are included in the archives, with some holdings as far back as the 
early 1900's . The Newman Collection focuses on the life and work of Cardinal 
Newman (1801-1890) and his influence, including the Oxford Movement (1833-1845), 
the first Vatican Council (1869-1870), and the Kulturkampf (1871 - 1890) which 
involved the Church-State conflict in Germany, Austria, and Switzerland. The 
Library for Lasallian Studies supports the study of Christian spirituality in 
17th- and 18th-century France , as it influenced Saint John Baptist De La Salle, 
founder of the Christian Brothers . The Albert T. Shine, Jr . . Collection includes 
books on California and Western Americana and the Frank Dwyer Collection is on 
Somerset Maugham. 
The library has 200 seats for reading and study at carrels and tables and is open 
96 hours per week during school terms to provide a convenient locus for study and 
research . The library Reference Desk is staffed 49 hours per week by one of 
eight professional librarians. A librarian is usually on call for reference 
assistance when the library is open . The library telephone number is (510) 631 -
4229. The recorded open hours message number is (510) 631-4664 . 
Librarians provide orientation to the library and teach research techniques in 
cooperation with faculty . They are also available by appointment for extended 
reference . Library services, which include interlibrary borrowing, cooperative 
arrangements with local libraries , and access to a variety of automated research 
services, are described in more detail below . 
3 . 3 . 1. Instructional Services 
Instruction in the use of library and remote electronic information resources is 
offered by the Information Services Librarians. The librarians work with faculty 
to design instructional materials to meet curricular needs. They also provide 
instruction in information retrieval skills and strategy in instructional 
sessions held in the library or classroom. Formal arrangements exist to teach 
basic - level information retrieval skills and analysis in English II and in 
Extended Education classes . Contact the Library Instruction Coordinator for 
details . 
3.3 . 2. Faculty Research Assistance 
In addition to regularly scheduled reference assistance, and extended assistance 
by appointment, several special services are designed to enhance faculty 
research. 
Rev . 8/94 
3.0. ACADEMIC POLICIES AND SERVICES 
3.3. Library and Media Services (continued) 
3.3.2.1. Electronic Information 
ALBERT is the library's online catalog for books and other materials acquired 
since 1982-83. Faculty who are connected to the campus network (Galileo) or who 
have a modem can access ALBERT from their home or office. Call a reference 
librarian (631-4229) or consult the on-screen information about dial-in access. 
Several additional electronic information retrieval systems are available: CD-
ROM (compact disk) databases; online search services; the University of 
California's libraries' catalogs; the world-wide Internet. The CD-ROM databases 
include indexes to periodicals and newspapers in virtually all subject 
disciplines, as well as statistical data and other full-text sources. Online 
search services provide librarian-mediated computer searches for over 300 
databases . The library-operated technology resource called Gopher is an 
interface for Internet, providing easier access to information available through 
the Internet, and to campus information. Contact the head of Information 
Services for more information (631-4229). 
3.3.2.2 . Cooperative Arrangements 
Full-time faculty are entitled to library privileges at UC Berkeley, the Graduate 
Theological Union in Berkeley, and the John F. Kennedy University Library in 
Orinda. In all instances, faculty must present proof of full-time status and 
current employment by the College (generally, a letter certifying full-time 
employment at Saint Mary's College or presentation of a faculty identification 
card). In addition, libraries at state-funded institutions, including the 
California State Universities, University of California campuses, and community 
colleges generally provide public in-house access to their collections. Contact 
the Access Services manager for more information (631-4229). 
3. 3. 2 . 3 . Interlibrary Borrowing. 
Books and articles needed for research and instructional purposes that are not 
available in the Saint Mary's College library collection can be requested from 
other libraries through the Interlibrary Borrowing Service. Average cost is 
$5.00 for articles; the majority of books may be retrieved free of charge. Most 
materials arrive within two to three weeks. Staff can advise about other 
document delivery options from commercial suppliers that may be quicker. 
3.3.2.4. Faculty Photocopying. 
A copy card is available at the library Circulation desk for faculty and staff 
use at the public photocopiers. This free copying privilege is available because 
periodicals may no longer be checked out of the library. 
3.3.2.5. Faculty Participation in Collection Development 
The library acquires and makes available information resources which are needed 
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3.3. Library and Media Services 
3 . 3 . 2 . 5 . Faculty Participation in Collection Development (continued) 
to support the instructional programs at the College. Each department assigns 
a faculty library liaison who works with the library selector to distribute book 
review materials, solicit suggestions from faculty members, review the collection 
for strengths and weaknesses , and to inform the library about new curriculum 
developments . Contact the Collection Development manager for a current list of 
department faculty liaisons and subject selectors (631-4229). 
3.3 . 3 . Circulation Procedures 
Books may be borrowed by a faculty member for a semester, subject to recall by 
other borrowers needing a particular item . Materials may be renewed twice, 
either by telephone or in person. 
3.3.4. Reserve Procedures 
The Circulation staff will place on reserve course materials and readings for 
classes for faculty who request this service . The reserve collection is located 
behind the Circulation Desk . Contact the Access Services manager for more 
information about lead time , processing time, and loan periods (631 - 4229) . 
3 . 3.5 . Media Services 
Media Services, which provides non-print media and audio visual equipment to 
support the instructional needs of students and faculty, consists of two areas: 
the Media Center located on the second floor of the library, and Media 
Distribution, on the first floor . Contact Media Services Librarian (631-4335) 
for information . 
3 . 3 . 5 . 1. Media Center 
Listening and viewing equipment and two multimedia workstations are provided in 
the Media Center for student and faculty use . The Media Center houses the 
library's non -print collection, which contains over 400 videocassette film 
classics in the Byron Bryant collection and approximately 600 video cassettes, 
primarily documentaries, instructional programs, and titles representing topics 
of cultural and ethnic diversity . These programs on videotapes may be checked 
out by faculty for instructional classroom use only. The collection also 
contains audio cassette tapes and a few laser disks . The Media Center offers 
duplication of audio cassette tapes that are not copyrighted . The service is 
free if cassettes are provided . Blank cassettes may be purchased for $2.00. 
Duplication is available for course-related purposes only . Faculty may have non-
print course-related materials placed on reserve for student viewing in the Media 
Center. Two media carrel rooms on the second floor are available for students 
to complete audio language assignments, and may be scheduled through the Media 
Center . Copies of the Media Resource Guide containing titles of media in the 
collection are available at the Reference and Circulation desks, and also in the 
Media Center. 
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3.3. Library and Media Services {continued) 
3.3.5.2. Media Distribution 
Media Distribution maintains reservations, scheduling and delivery of audio 
visual equipment on campus, and scheduling of the Vildenradt Theater. Requests 
for reservation of audio visual equipment must be made in writing, at least 48 
hours in advance for weekday orders, and one week in advance for weekend orders. 
Forms may be obtained in individual departments or in the Media Distribution 
office. Faculty may also obtain assistance with 16 mm film and videocassette 
rental from outside sources through Media Distribution. A minimum of two weeks 
is required to process these requests. 
3.3.5.3. Vildenradt Theater and Byron Bryant Room 
The Vildenradt Theater , which seats 30 people and is located on the second floor 
of the library, may be reserved in advance through Media Distribution for use 
with audio visual equipment . The theater contains large screen television, 16 
mm and slide viewing equipment, and stereo sound system. 
The Byron Bryant Room, equipped with a large screen monitor, may be reserved 
through the Media Center for small groups {12 persons maximum). 
3 . 4 . Academic Computing Services 
Academic Computing Services {ACS) are overseen by the Assistant Vice-President 
for Research, Planning, and Technology, who is responsible for their management, 
implementation and planning. The Assistant Vice-President recommends, specifies 
and approves campus electronic resources and information systems and is advised 
by the appointed membership of the Educational Technology Committee . 
3 .4.1. Faculty Computing Support 
Academic Computing Services provides support for electronic technology. It 
furnishes hardware support, including recommendations, configuration and 
installation, problem diagnosis and limited service, and software support, 
including recommendations and installation, general trouble-shooting and ongoing 
training . ACS also maintains several faculty resource facilities in various 
locations on campus offering computer services in support of the academic mission 
of the College. 
3.4.2. Academic Computer Facility 
The Academic Computer Facility {ACF), located in the library, St. Albert Hall, 
provides computer and information resources to students on a non-scheduled basis. 
Following the library's schedule, the ACF is staffed during the normal library 
hours of operation. Although the facility can be reserved by faculty for 
classroom instructional use, the primary function of the ACF is to provide open 
student access to a basic multi-platform computing environment as well as 
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3.4.2. Academic Computer Facility (continued) 
training in the use of various supported software packages and network services . 
The ACF also supports College-owned computing resources used in student 
dormitories. 
3.4.3. Computer-Assisted Instruction 
Academic Computing Services aids Computer-Assisted Instruction (CAI) in several 
dedicated, networked CAI classrooms on campus . The CAI classrooms, two located 
in Galileo Hall, one in Dante Hall, and a specialized teacher-training laboratory 
in the School of Education building, are available for classroom instruction and 
on-demand use . Flexible daily, evening and weekend hours are available for 
students and faculty and provide access to a wide variety of multi-platform 
popular applications . 
3.4.4. Network Services 
Academic Computing Services provides support for Network Services under the 
direction of the Local Area Network (LAN) manager. The campus LAN maintains an 
Ethernet backbone connected to file-servers and hubs that support the CAI 
classrooms and laboratories, faculty offices, ALBERT, and the ACF. 
3.4.5 . Electronic Mail Services 
Academic Computing Services provides support for Electronic Mail Services for 
both on- and off-campus use by faculty and students. Through registered network 
accounts, the Saint Mary's community has access to the campus inter-office 
network as well as the global electronic mail network, Internet, through the Bay 
Area Regional Research Network, BARRNet. This service includes electronic mail, 
file transfer, and access to local and world-wide on-line databases such as the 
College's ALBERT system, GLADIS and MELVYL, the Library of Congress, and a host 
of others. Access is available from the campus LAN directly or by dial-in to the 
LAN modem pool. There is no cost to individual members of the College community 
for this service . 
3.5 . Secretarial Services 
School secretaries and/or administrative assistants are responsible to the Deans 
of the Schools who, along with department chairpersons within the respective 
Schools, have priority in the use of their services . 
The services of the secretaries and/or administrative assistants are generally 
restricted to matters concerning the ordinary business of the College; assistance 
is not provided for personal or private materials or for materials which clearly 
do not concern the School or professional development. 
Secretarial assistance for faculty and chairpersons is given for such matters as 
preparation and distribution of letters, memoranda, announcements, publications, 
etc., as well as book orders , course syllabi, course policy and procedure 
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3. 5 . Secretarial Services (continued) 
information, examinations, etc . Services are also available for the preparation 
of faculty development and sabbatical proposals and reports, manuscripts and 
papers accepted for oral presentation or written publication, letters of 
recommendation, etc. 
Final examinations must be submitted at least four working days prior to the 
scheduled time of the exam. Materials (other than final exams) submitted for 
typing must allow a minimum of two working days for completion, although a longer 
time for completion should be expected on lengthy manuscripts and papers. 
3 . 6 . Student Employees 
Departmental budgets may include funds for readers , laboratory assistants, tutors 
or other student employees . Details concerning advertising for and hiring and 
payment of any student employee may be obtained from the Personnel office. 




ADMINISTRATIVE POLICIES. SERVICES AND FACILITIES 
OF INTEREST TO THE FACULTY 
Administrative Policies 
Room Reservations 
Reservation of campus facilities (with the exception of classrooms and athletic 
facilities) is done through the Director of Facilities (Soda Center) . These 
reservations are made through the processing of forms available for that purpose . 
Reservations should be made as early as possible to avoid conflicts and to allow 
proper publicity for events and activities. Any classroom usage must be reserved 
through the Registrar's office; changes in rooms for any regular class meetings 
are also handled by that office . Changes in time or staff for regular class 
meetings must be made through the Dean for Academic Services. Use of the Hagerty 
Lounge or any room in the Soda Center for regular classes is not permitted. 
4 . 1.2 . Pets 
No pets are allowed on campus . 
4 . 2 . Administrative Services 
4 . 2 .1. Duplicating Service 
The Duplicating Center (Saint Mary's Graphics), is located adjacent to the 
Service Center and is open 7:30am to 6:00pm Monday through Friday . Included 
among the services provided by the Center not only to College personnel and 
students but to the general publ i c as well are printing, copying, collating , 
folding, stapling, hole punching, bindery, and other related work. Envelopes and 
carbonless forms are also done. Pick up and delivery service is scheduled twice 
daily. Reasonable orders can be completed the same day or the following day. 
A copier which can reduce, enlarge, and collate is available for general public 
use . 
4.2.2. Campus Mail Service 
Daily mail pickups from campus offices are made at lO : OOam and 2 : 00pm . Any other 
outgoing mail must be delivered to the mail room, located in the Duplicating 
Center, no later than 3 : 45pm to be processed the same day. All outgoing mail 
must be accompanied by billing slips -and metering instructions which are 
available upon request. Each office is responsible for separating mail in 
categories (local, foreign, etc . ) . The mail room provides labels to identify the 
top envelope of bulk mailing . All envelopes to be sealed should have flaps up 
to be run through the postage machine . Like - sized pieces should be bundled 
together. Mail room personnel should be alerted for an early pickup and 
processing of more than 100 pieces by any single department. 
4.0. ADMINISTRATIVE POLICIES. SERVICES AND FACILITIES 
OF INTEREST TO THE FACULTY 
4.2.2.l. Campus Mailboxes (Faculty and Administration) 
(Under revision) 
4 . 2.3 . Information Office 
The Information office (switchboard), located in Filippi Hall , usually has 
addresses and phone numbers for faculty and students. The Registrar's office has 
this information for all students . At present, there is no way to send written 
material to an on-campus student other than by U.S . mail or by delivering it to 
his or her room. 
4 . 2 . 4 . Telephone Calls 
Saint Mary ' s College campus telephone number is (510) 631-4000 . College 
telephones are for College business only. Questions about telephone service 
should be directed to the Telephone Communications office, extension 4284 . 
Faculty who wish to reach 
student ' s four-digit campus 
faculty office phones may be 
and 510 . Dial 9 plus number. 
either : 
students in the residence halls should dial the 
telephone number . In addition to on-campus calls, 
used to make off-campus calls within Area Codes 415 
Calls outside Area Codes 415 and 510 must be placed 
a) by arrangement with the faculty member's department chairperson through 
hisjher departmental office phone for long-distance calls, or 
b) by arrangement with the School or faculty secretary for long-distance 
calls to locations both within and outside California , or 
c) for personal calls dial 8+0 for local operator or 8+00 for long distance 
operator. This will initiate a credit card , collect, or third party call . 
Coin telephones are also available for making personal long - distance calls . 
Faculty should advise persons who call them often to dial their number directly 
by using the prefix 631 plus their extension. 
4 . 2 . 5 . Facsimile Transmission 
Faculty who wish to send or receive a copy via facsimile will find service in 
these locations: 
School of Economics and Business Administration (Galileo 329) . . . 376-5625 
School of Education (Education Office) . . . ..... ...... .. . . ...... .. 376-8379 
School of Extended Education (DeLaSalle Office) .... . .. . . ....... . 631-9214 
School of Liberal Arts (Dante 319N) .... .. . .. . . .. . ..... . ... .. . . . . 631-0938 
School of Science (Galileo 101) . . ...... .. ...... .... . . .. .. ... . ... 376 - 4027 
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4.2.6 . Maintenance and Janitorial Service 
Requests for service and information regarding scheduling of any janitorial, 
grounds, and/or building maintenance services should be directed to the Physical 
Plant office. This includes requests for cleaning, moving, set-ups , or ground 
use, as well as repairs or installation of any equipment or services . Requests 
for remodeling, renovations , or new construction must be accompanied by a Project 
Request form available in the Physical Plant office . To facilitate scheduling, 
it is necessary to complete a Saint Mary's College Work Order Request and submit 
it to the Physical Plant office. After regular working hours, emergency service 
may be requested through the Office of the Director of Public Safety . 
4 . 2.7 . I..ost and Found 
The College's lost and found department is located at the Campus Security office . 
Inquiries may also be made at the main entrance gate. 
4 . 2 . 8 . Informational Services 
4.2 . 8.1. Ibis Week at Saint Mary's 
This Week at Saint Mary's is a published listing of events/activities to be held 
during a given week at the College , distributed either Wednesday or Thursday, a 
week in advance of the specific week . Material for this listing comes from the 
master calendar prepared by the Director of Facilities . Information to be 
included on this listing should be submitted at least a week in advance for 
clearance on the master calendar and for subsequent inclusion in this weekly 
publication . 
4.2.8.2. Saint Mary's Update 
Saint Mary's Update is produced by the Office of Public Relations and is the 
official publication of Saint Mary's College. It is published three times a year 
for the alumni, parents and friends of the College . Faculty members are 
encouraged to contribute to the Update. For further information, contact the 
Office of Public Relations , extension 4222 . 
4 . 2.8 . 3 . Faculty News 
Faculty News is the on - campus faculty newsletter that contains news and items of 
interest and value about teaching and scholarly activities of the undergraduate 
and graduate faculty. Special attention is given to reporting professional 
activities and scholarly achievements of the faculty , such as the publication of 
articles and books. Academic honors and awards are highlighted. Faculty News 
is published three times yearly and is prepared and edited by the Director for 
Faculty Development and Scholarship . 





ADMINISTRATIVE POLICIES. SERVICES AND FACILITIES OF INTEREST TO THE 
FACULTY 
Informational Services {continued) 
Staff Connection 
The Staff Connection is distributed 10 months of the year for employees of the 
College. It contains a feature story, news of events and policy changes, and 
personal items about employees. It is prepared by the Staff Committee 
representatives and edited by the Public Relations Department. 
4 . 2.8.5. Educational Perspectives 
Educational Perspectives is an on-campus journal devoted to the theory and 
practice of teaching and learning at the College. The review appears twice a year 
and contains articles, copies of talks, documentation, position papers, and book 
reviews. Manuscripts are solicited from faculty, administration and staff. 
4 . 3. Administrative Facilities 
4. 3 .1. Campus Ministry 
The College provides a Campus Ministry Program to coordinate religious activities 
on campus. Throughout the year, the ministry provides opportunities for prayer, 
retreat, lecture, discussion and liturgical celebration. These special programs 
complement the regular celebration of Sunday and weekday masses and the 
administration of the Sacraments . 
4.3.2. Health Services 
The Health Services department is located on the ground floor of Augustine Hall. 
It is open Monday through Friday from 8:00am to 11:30pm during the school year 
and from 8:00am to 4:00pm during the summer. 
The Health Services department is funded by student fees and its primary 
responsibility is to treat students. With the exception of administering the 
annual flu vaccine, the department does not dispense medications to faculty and 
staff. The Health Services staff is not authorized by Saint Mary's to treat 
employees in the event of Workers Compensation related injuries . The employee who 
receives treatment from the nursing staff does so at hisjher own risk and 
releases the College from any liability and future claims. Nurses are available 
for emergency care until further medical care can be arranged. 
4 . 3.3. Counseling Center 
The Counseling Center serves the personal, psychological and emotional needs of 
the students . The Director, interns and clinical psychologists are available by 
appointment or on a drop-in basis to full-time undergraduate students . 
Therapists and counselors can assist with personal problems such as 
relationships, sexuality issues, anxiety, substance abuse and addiction , eating 
problems, self-esteem, and pressures from academics and peers. Summer services 
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4 . 3 Administrative Facilities 
4.3.3. Counseling Center (continued) 
include consultation, evaluation and referral only. Those needing referral to 
community agencies are strongly encouraged to go through the Counseling Center . 
"Women Advocates" are available to provide help for special needs of women on 
campus including resources for women, sexual harassment, sexual assault/or rape, 
gender discrimination and women's health issues. 
5.0. STUDENT AFFAIRS POLICIES OF INTEREST TO THE FACULTY 
See Student Handbook, available in the Office of the Vice President for Student 
Affairs. 
6 . 0. EXTERNAL RELATIONS POLICIES OF INTEREST TO THE FACULTY 
6. l. Media Relations 
6.1.l. Public Relations Office 
The Public Relations Office has the responsibility for overseeing the overall 
public relations effort of the College . The Director and Associate Director of 
Public Relations cooperate with the Sports Information Director and other offices 
on campus which have authorization to disseminate information to the media . 
Public relations directors write and edit releases to the media including 
newspapers, magazines, radio and television. The Public Relations Office has 
detailed media lists as well as information on deadlines and formats. 
Individuals at the College who want news releases prepared must supply the 
Directors with adequate and accurate information and should consult the Public 
Relations Office on the proper method of submission of photographs to the media. 
Materials must be submitted to the Public Relations Office as far in advance of 
an event as possible . Three weeks is the minimum lead time needed . 
The Public Relations Office must be informed of all speakers , visiting scholars, 
cultural events, and symposia planned for the campus . Inquiries on such events 
come to the Public Relations Office from the media and the public, whether or not 
publicity has been sent out, and the Public Relations Office must be kept up to 
date. 
The Public Relations Directors and individuals charged by them or the College 
President are the only persons who should make public statements for the 
institution . The public image of Saint Mary's and the rights and privacy of its 
community members must always be respected. It is important that persons 
speaking on behalf of the College be consistent in the nature of their remarks. 
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6 . 1. Media Relations 
6.1.1. Public Relations Office (continued) 
Press releases deemed to contain sensitive material which has a bearing on the 
College's reputation must be reviewed directly by the Public Relations Office 
before dissemination. 
6.1.1.1. Saint Mary's Update 
Saint Mary's Update is produced by the Office of Public Relations and is the 
official publication of Saint Mary's College . It is published three times a year 
for the alumni, parents and friends of the College . Faculty members are 
encouraged to contribute to the Update. For further information, contact the 
Office of Public Relations , extension 4222. 
6 .1. 2. Policy on Advertising and Publications 
Paid display advertising to be inserted with off-campus media can be processed 
through the Public Relations Office . Headlines, copy and graphics for 
advertising from all departments must reflect the College as an institution of 
significant academic standards : e . g . , the quality of work and the amount of time 
required for degrees and certificates are consistent with traditional College 
standards and those of the Western Association of Schools and Colleges (WASC) . 
The College's name should always appear in the first reference as Saint Mary's 
College of California . This applies to both paid advertising and news releases . 
All publications and paid advertising of Saint Mary's College must seek to embody 
the institution's inherent merits, e . g . , its Catholic background, Lasallian 
tradition, and the tradition of the Christian Brothers, the College's academic 
reputation and location in the Bay Area, etc . The Saint Mary's Marketing 
Committee and Marketing Consultant oversee consistency and high quality in the 
various marketing efforts of the institution . Contact the Director of Public 
Relations for further details. 
6.2. Speakers Bureau 
Requests for speakers are frequently received by the Public Relations Office . 
Faculty members interested in speaking may list their topics with the College 
Speaker's Bureau organized by the Public Relations Office . Saint Mary's 
considers this an important service to the general public. 
6 . 3 . Posters 
In order to prepare posters to publicize an event, the Publications Office must 
receive the request well before the date of posting. Contact the Publications 
Director concerning time requirements for preparations of posters. 
6.4 . Use of Institutional Name, Letterhead , etc . 
An instructor should have the expressed authority of the President or of the 
Public Relations Directors if he/she proposes to make a statement in the name of 
the College . However, this should not prevent a faculty member from freely 
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6.4. Use of Institutional Name. Letterhead. etc. (continued) 
engaging in political or other activities, with the proviso that he/she "should 
at all times be accurate, should exercise appropriate restraint, should show 
respect for the opinions of others, and should make every effort to indicate that 
he/she is not an institutional spokesperson" (AAUP). (See also Academic Freedom 
and Responsibility , 2 . 9 . 1.). 
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